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5) Mee ne come te rhe COMMON mana fader ~ 


THE SMEAD MANUFACTURING CO., INC 
LOGAN, OHIO - - - HASTINGS, MINN : 


Size of Panel approximately 24” x 40” 


This chart is of sufficient size to permit easy 
identification of demonstration in large class- 


room lectures. 


As a wall hanging it is available for individual 


study at all times. 


The “Super System Chart” is mounted on 
heavy board—framed and lacquered. It will 


last for years. 


™ Smead 


MANUFACTURING CO., INC. 
i ASTINGS @ MINNESOTA 
QGAN @¢@ OHIO 





THIS 
DEMONSTRATION WALL CHART 
WAS MADE FOR YOU 


WHAT DOES IT DO? 


Tit illustrates (in full color) a Modern 
Filing System. 


2 It illustrates and shows the purpose and 
of the Primary or Alphabetical 
Guides—The Miscellaneous File Folder 


lise 


—The Individual Name Folder—The 
Special Name Guide—The Common 
Name Guide—Auviliary Guides—The 


Common Name Miscellaneous Folder— 
The Outguide, ete. 


Slt shows where certain types of corre- 
spondence should go and why. 


4 it tells where to put numbers and names. 


5 With this chart comes a series of folders 
containing helpful information on filing 
methods: 

(A) Alphabetical (B) Geographical (C) 


Chronological (D) Numerieal. 


$5.00 purchase price (includes series of 
filing folders.) (Shipping charges pre- 


paid. ) 


Smead Manufacturing Co. Inc. 

Hastings, Minn. 
Gentlemen: 
Yes, we want you to send us the full color demonstration 
chart demonstrating the use of “The Super System” 
prepaid at $5.00. 


Purchaser 
Address 
City 


State 
Attention of 


Enclosed Payment ( ) 
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See what t 


Daisy” is waiting for you. 
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Just put a Line-a-time Copyholder behind your type- 
writer and listen to the “oooh’s” and “aaah’s” 
watch what Line-a-time does for your typing speed, 
accuracy, comfort and convenience! 

Small wonder, for Line-a-time means “right before 
your eyes” transcribing. No head or neck twisting, 
no eyestrain, no fatigue ... just a rapid. smooth flow 
of work into your “out” box and that “Fresh as a 
Daisy” feeling! 


Line-a-time’s exclusive Trans-vue line guide under- 


he LINE-A-TIME 











scores each line and lets you see several lines ahead 


to catch penciled-in changes . . . the Space-celector 
provides you with single, double or “free wheeling” 
spacing at the flick of a finger .. . the exclusive Turn- 
a-page Pocket makes pages so much easier to turn 
and easier to hold in position . . . eye-saving Light- 
Conditioning lets you angle all your copy for 
maximum lighting and readability! 

Produce more in a day than ever before and still 


be “Fresh as a Daisy.” with Line-a-time. 


Remington Rand, Room 1252, 


\ FREE copy of the EE 


Resting folder “Fresh as a 


Send for yours today. 





315 Fourth Ave., New York 10 NAME sitlicaineiaaiacideiaiis 


(1 Please send me “Fresh as a FIRM 
Daisy’’ folder RSL263. 


(CJ Please arrange a FREE Line-a- ADDRESS —______— eS ee, ae 
time demonstration in my office 
No obligation, of course. eee STATE 
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lypewriting Arrangement: Junior and Senior OAT Tests.......cccccccccccccscceseeseeeeeceeees 18 mous book he once wrote. “is something 

Typewriting Speed: Competent Typist Speed Test................ccccccsssscsssesssecssscscsscessonseess 16 | strange or newly happened.” But, true as 
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ip -.ael would think such words the understate- 
ment of the year 

This young lady is Miss Dorothy Ann 
McDonough, secretary to ace newscaster, 
Associate Editor: HELEN H. WHITCOMB Edward R. Murrow. Her busy working 
Shorthand Editor: CHARLES E. ZOUBEK day is largely determined by the news of 
world events, and sometimes such news is 





Editor and Publisher: ALAN C. LLOYD, PH.D. 


Managing Editor: MERRITTA BROWN 


Typewriter Editor: HAROLD H. SMITH : « ” “ 
just too “strange” or too “newly hap- 
Assistant Editors: CONSTANCE H. LUDWIG * WALTER M, LANGE pened” to suit even the most patient of 
ELEANOR M. PERZ souls. But Dorothy is more patient than 
most and a first-rate secretary as well. To 

Special Layouts: JACK MARZULLO : : 
see how, at a moment's notice, she gets 
Editorial Associates: E. LILLIAN HUTCHINSON, A. E. KLEIN, R. ROBERT ROSENBERG, her famous boss transported about the 
JACK ROMAGNA, MADELINE S. STRONY, CHARLES LEE SWEM world with the correct tickets and pass 


Circulation Manager: FLORENCE E. ULRICH ports in hand and how she aids him with 
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. vision shows, begin reading on page II. 
West Coast Representatives: Los Angeles 17—cart w. pysincer. McGraw-Hill Publishing I 
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Mr. Rothacker makes something of a 
business of artistic typing. If you would 
like a whole kit full of alphabets and 
some planning that 
make it easier to use artistic lettering, vou 
may want to buy one of Mr. Rothacker’s 
If so, just send $2 to him at 95 Seaman 


Avenue, New York 36, New York. 


samples of forms 


Desk Demeanor 


[HIS MONTH our Secretaries Handbook 
is devoted to improving working 
juarters—your desk. On pages 25-28, vou 
will find articles entitled, “Your Desk 
Pet or Pet Peeve,” “New Styl s in Desks,” 
ind “Accessories for Efficiency Tf your 


vour 


desk is nearing the point where a com- 
pl te tace-lifting is in order, these articles 
will give’you the enthusiasm and courags 


needed for such a task. 


TV for ME 


ARE YOU 
set in action from the time you enter the 


\ BUG ON TELEVISION? Is your 


house until you creep wearily into bed at 
night? 
tlamorous thoughts of putting your skills 
to work in this medium someday. Well, 
youre just the person we want to talk to. 


We know you'll be interested in hearing 


Perhaps you even have happy, 


that the majority of television women who 
spoke recently to students of New York 
University’s summer radio-TV workshop 
were of the opinion that typewriters and 
shorthand pads can play an important part 
in working up to a top job in television. 

Mary Gunderman, aide to the assistant 
national programs at ABC, 
pointed out that the women with the top 
ABC had started as office workers. 
Carol Levine, supervisor of film programs 
for WPIX, said that she got her start as 
a typist; Margaret Arlen, WCBS women’s 
commentator, told the group that she be- 
gan by taking shorthand. Duncan Mc- 
Donald, director of women’s programs at 
WABD, explained that by working with 
executives, the secretary or stenographer 
acquires a knowledge of the problems of 
the industry that will help her succeed. 

So, if you're aiming for a_ television 
career, the lines to get on are the ones 
in your shorthand book, and the keys to 
success are the ones on your typewriter. 


director of 


iobs at 





TYPEWRITER DRAWING 





"Whaddya know! 
New gal at the 


Switchboard !" 





Bueki-lalk 422% 
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like good old Brown October Ale J 


Cause- beheve /t or not carbon papers 
and ribbons must be properly aged 
before they are ready to use. 


. 





Buckeye Ribbons & Carbons have an 
‘aging attic”all their own. You never get 
them green or unseasoned which makes 
smeary copies. Buy Buckeye to get the 
best. Demand Buckeye. Accept no 
substitutes. YOU'LL SEE THE DIFFERENCE 


BUCKEYE RIBBONS & CARBONS 


7213 St. Clair Ave., 


Cleveland 3, Ohio 











ca, “Sateen Buehler 






















How to Make 
INVISJe8Le 
Erasures 








With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
— or your money back. 


RUSH- 


- fF YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 











The Eraser Co., Inc. 
1068 S. Clinton St., Syracuse 4, N. Y. 





TODAY'S SECRETARY @ October, 1953 








> 2 Sometarios ove 


Ww 


@ “sight-level” 
convenience 


@ all-metal — 
one piece 
@ neat, clean 

oppecrance 


The Liberty Copyholder puts all copy in 
full view, at correct angle for easy, efficient typing. 
Designed so it will hold even a heavy book 
without tipping. Made of heavy gauge steel 
Size, 7° wide, 9)4” high, 
you can afford 


with soft grey finish 
6" base. So low in cost... 
one for every typist. 


ORDER NOW by moil if not ovoilable 


from your stotioner. 


BANKERS BOX COMPANY 


Mokers of Liberty Record Storage Products 


720 S. Dearborn Street + Chicago 5, Illinois 
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Underwood >WLiyc= Typewriter | 
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ae, Ledtie= typewriter ever built! 


No matter how well trained you are as a typist 
..-In the long run you are just about as accurate 
and fast as your equipment lets you be! 


The new Underwood All Electric...even more beautiful 
than ever...is designed to make typing s-m-o-o-t-h, quick and 
relaxed. You can count on it to turn out the kind of letters 
employers look for and appreciate...clear, clean, better 
letters, every time. 


You'll get even spacing between characters, perfect 
alignment,clean, uniform impressions...not one of them 
a shade too light or too dark. 


The new Underwood All Electric has the most 
advanced Keyboard, scientifically designed to minimize 
finger reach. It has the most advanced electric Margin 
Set. Functional keys of the most advanced type, color 
controlled for ease and accuracy. Most advanced 
Scales and Indicator, for instant paper centering, 





heading centering and carriage positioning. 


= = i 
. . -_ 
And with an Underwood All Electric you can get a 
as many carbons as you need...with no increase 
whatever in finger pressure. 


Ask to have a demonstration of this 
easy-to-type-on Underwood All Electric. Call your 
local Underwood Representative today. 


Underwood Corporation 


Typewriters . .. Adding Machines . . . Accounting 

Machines . . . Carbon Paper . . . Ribbons - 
One Park Avenue New York 16, N. Y. 
Underwood Limited Toronto 1, Canada “ore 





Sales and Service Everywhere 





-: made by the Typewriter Leader of the World 
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Doubt 


About 
It...! 





r 
No Doubt About It... your tuna 
of words, and the precision with which you 
use them may be i 


your key to social or 
business success. Many an able man has 
missed opportunity through word poverty, 
but many have succeeded through sheer 


word power. 


No Doubt About It... 4 Merriam. 


Webster dictionary will help you achieve 
word power. With its aid you will speak 
with more effectiveness, write with more 


accuracy, read with more understanding. It 
gives you clear definitions, exact pronuncia- 


tions, accurate word derivations, correct 
spelling, syllabic divisions, abbreviations, 
and synonyms. 


No Doubt About It . . . No other 
desk-size dictionary can give you the help 
and confidence of Webster's New Collegiate. 
Refer to it and you know you are right, for 
it is based on Webster's New International 
Dictionary, Second Edition, “the Supreme 
Authority’’ used by courts and universities 
the country over. Ask for Webster’s New 
Collegiate Dictionary at book, department, 
or stationery stores. The famous trade-mark 
proves it is a genuine Merriam-Webster, 


1,196 pages; 125,000 entries. 
Unindexed $5, indexed $6. 
De luxe bindings to $12.50. 

Valued Reference Companions 


Webster's Biographical Dictionary $7.50 
Webster’s Geographical Dictionary $8.50 
Webster's Dictionary of Synonyms $5.00 


& Mevuam-Webslei 


Trade-Mark 


Merriam-Webster dictionaries are the only 
dictionaries directly descended from the orig- 
inal work of Noah Webster, America’s great- 
est lexicographer. They are kept completely 
up to date by the famed permanent Merriam- 
Webster editorial staff. 

G. & C. Merriam Co., Springfield 2, Mass. 
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OZ, 


ASKS THE 





MADELINE s. 


STRONY © R. ROBERTI 


NESSIE: Greetings triends, it’s nice 
‘| to see vou once again. By the way, 
have you sent me your seerctarial 
question vet? [ve been waiting for .our 
letter. In fact, my assistant and I both 
have been waiting. Yes, now I have a 
real, full-fledged assistant. During last 
years volume I received so much mail 


that this vear our editor decided I necd- 
ed a helping hand. And who happened 
to be attached to that hand? 

She's such a girl 
Her name is really 
Sunny 


' 
Sunny 


and 


knows 
shorthand, too! Sally, 
but call just 
about describes her wondertul disposi- 
tion. So, if you want to keep Sunny and 


me better 


nice she 


we her because it 


very happy and very busy, 


' 
send us vour question today 


THE FIRST QUESTION this month is for 
Mr. Zoubek. A secretary in New York 
writes as follows: “Of late ve noticed 
that my shorthand outlines are getting 


larger and larger—so large that I'm using 
up twice the amount of notebook 
I usually do. Could you suggest any drill 


paper 


I could practice that would help me get 
rid of this habit?” 

Zovusek: Well, Tessie, it would be a 
mistake for this young lady to try to 


change the natural size of her shorthand 
notes. Any attempt to change one’s style 
of writing usually results in hesitation 
and discomfort that prove to be a handi- 
cap in the taking of dictation. 


Many of the world’s shorthand experts 


write large notes—and the faster they 
write the larger the notes get. When 
Louis Mild (an official reporter in the 


Supreme Court of the state of New York 
and one of the finest Gregg writers alive 
today ) was taking a test at 240 words a 
minute, he that 
was 


wrote such large notes 


on many pages of his notebook hx 


able to write no more than a dozen out- 
lines. Large notes have one definite ad- 
vantage: When they become distorted 
under the pressure of dictation, they are 
easier to read than small notes. My only 
sueges'ion to this secretary, therefore, is 
that she make no attempt to control the 
size ot her notes, being careful only of 
one thing—proportion. 


Tessie: Here’s a question for Mrs. 
Strony. A male secretary in Pennsylvania 
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ROSENBERG © E. 


LILLIAN HUTCHINSON 


that he 
n six o clock on each evening that he 


could 


Vrites has plenty of spare tink 
tro: 

to additional 
would like to 


part-thi 


easily devote 
work. lle 


to start a free-lance 


steno- 
eraphic know 
1OW stceno- 
service in his citv on a call basis. 


My, this 


certainly seems like a very ambitious per- 


Crap 


STRONY: Tessie, young man 


son, and T am sure that many will want 


to take advantage of his services. “‘Vher 
are several things that he might do to 
let firms know he is available for this 


free-lance work. Since, however, his tin 
does pot start until six o'clock, when most 
olfices will be closed, he may have a little 
difficulty in selling the idea to some firms. 
I would advise him first to send indi idu- 
ally typed form letters to twenty-live on 
lifts the 
for stenographic help in the newspaper. 
I'd tell them that I would be availabl 
to call at their oflices for what ordinarily 


would be termed overtime work. 


ol firms that have placed ads 


I would 





also let 
could 


them know, in the letter, that 1 
take the dictation at their olfice 
and transcribe it on my own premises, re- 
turning the letters myself the next morn- 
ing or noon, or by special messenger it 
they preterred. 

If this didn't bring a sufficient response, 
I would then place an advertisement in 
the newspaper saying that I was avail- 
able for this special service. I would 
also contact the local State Employment 
Service. They must know of many peo- 
ple who would be interested in secur- 
ing such services. 

One other thought—he 
the public stenographers. 


could contact 
They usually 
have more work than they can handle. 
Maybe they could use his assistance in 
getting out their assignments. 


Tessie: Dr. Rosenberg, here is a legal 
question for you. A teacher in New 
Hampshire writes: “When a letter has no 
tvped company signature but is typed 
on a company letterhead and contains an 
official title, who is responsible for the 
letter?” 

ROSENBERG: I am not sure, Tessie, that 
I understand this question. If it means 
that a person wrote a letter on company 
stationery and signed his name to the 
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EXPERTS 





CHARLES E. ZOUBERK ®@® ALAN C. LLOYD 


letter without indicating that he was sign- 
ing as an officer or employee or agent 
of the company, then the signer is in- 
dividually responsible for the obligations 
incurred by the letter. 

If he signed his name and wrote a 
title after his name, the title simply gives 
more information about the person but, 


“. 
— ~— 


Ww" z 
a 

in the strictest legal sense, does not limit 
his responsibility. If he signed in such a 
way as to show that he signed as an of- 
ficer of the company and not as an in- 
dividual, then he would be relieved from 
personal re sponsibility. 

The law looks to the intent of the 
partics, Tessie, and does not prescribe 
a fixed form. It merely requires that 


the intent of the parties be shown with- 
out a reasonable doubt. 


Tessie: Dr. Lloyd, here is a letter from 
an executive of the Nekoosa-Edwards 
Paper Company in Wisconsin. He says: 

“The other day my secretary called to 
my attention the answer to the question 
on page 493 of vour June, 1953, issue 
regarding getting ‘300 clear, easy-to-read 
copics in liquid process duplicating 

“Dr. Lloyd's answer is essentially cor- 
rect The trend today is toward cops 
papers giving extremely bright copies at 
the start, with a tendency to break down 
around the two-hundredth copy. How- 
ever, [ should like to suggest that you 
correspondent try our Nekoosa Duplica- 
tor on this job, because we have refused 
to go as tar as some of the others in 
compromising length of run for excep- 
tionally bright copies. Many compara- 
tive. tests made here have shown that, 
compared with most of the other dupli- 
cating papers on the market, our Nekoosa 
Duplicator will be giving better copies 
it the 300 mark—sometimes pretty fair 
copies even at 500.” 

Luoyp: Well, Tessie, I'm very glad 
our comments have evoked such friendly 
correspondence. If any other readers 
have suggestions for getting “300 clear, 
easy-to-read copies” in liquid process 
duplicating, we shall be glad to hear 
from them also. 


Tessie: Here is a question for Miss 
Hutchinson. A secretary in Minnesota 
wants to know whether she should put 





Free! 


new 
LETTER 
PLACEMENT 
GUIDE 


for secretaries, students 


Slips into your typewriter 
under letterheads ... helps 
you set correct margins and 
center letters perfectly. 

Cuts down retyping... saves 
time and paper. Write for 
your copy today—use coupon 
below. Teachers: Guides 
for class use... write on 

your school letterhead. 





EAGLE-A's 


* 
Yinge_Top oo. 
TYDEW RATER | lets you slide out 


* ee \\ the sheets you need! 





















+ \ Exclusive feature . . . with 


»’ these fine boxed papers: 
* 4 \ EAGLE-A COUPON: 
‘ BOND (100% Rog Extro No. One} 
>» | 


“~~ 
&. EAGLE-A AGAWAM: 
» te, BOND, ONION SKIN (100% Rog 


EAGLE-A CONTRACT: 


EAGLE-A courON BOND A420€ BOND (75% Rog) 


Pa 
es ny EAGLE-A ACCEPTANCE: 
acento aan : BOND (50% Rog! 


EAGLE-A TROJAN: 
BOND, ONION SKIN 
MANUSCRIPT COVER (25% Rag) 


EAGLE-A QUALITY: 
BOND, ONION SKIN 
MANIFOLD (No. One Sulphite) 


€AGLE-A TYPE-ERASE: 
(Rog Content) 





MAIL THIS COUPON TODAY 
American Writing Paper Corporation 


Holyoke, Mass., Dept. TS-4 
Send your FREE Letter Placement Guide: 


EAGLE-A (20) nes a 


Tee eee eee ee eee ee ee eee eee eee) 


TYPEWRITER PAPERS (32Cicseeeeeeeneeeeeenenneets 


STUDENTS: fill in home oddress. 
TEACHERS: write on your school letterheod. 
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-EraserS7K 













to erase pencil, ink 
and typewriter errors 
with this wood-encased, 
pencil-shaped eraser. 


with secretaries and 
typists whose job it is to 
turn out clean originals 
and neat carbons. 


LICKS 


erasing problems—a 
single letter or a word 
—without digging into 
the paper. Leaves no 
“ghosts” 


ERVICE) U.S.A.7O9Y 


ALL SE 


Easily sharpened by 
penknife or mechanical 
sharpener. 


Look for the EraserStik 
trademark. It isn't on- 
ORIGINAL EraserStik un- | 
less it has the EraserStik 
name on it. 


AW.Faber GraseRS 7K 


nde: 


We've seen it happen 
in office after office. 
Once a secretary gets 
used to EraserStik, noth- 
ing will ever separate 
her from it Order from | 
your local stationer If 
he doesn't carry Eraser- 
Stik, please write to us 


7099 ® | 
7099B with brush 1 


Cp reek caste 


INC, 





PENCIL COMPANY 


NEWARK 4, N. J 











TODAY'S SECRE’ 


salutation 
“De ar 


atter the 
a letter to 


a coninha or a colon 
wh: n her boss dictates 
John.” 
IlurcHinson: In 
letter, 
alter 


Cver, 


friendly 
mas be 


an informal, 
LiS¢ d 


How- 


all a 


lessie, a comma 
the salutation if 
a colon is 


so desired. 
also correct. It is 
matter of noreference. 

another for vou, 
A high school student 
sends us the 
“A te-w davs Wi shorthand 
dictated ¢ ‘otter to tl 
be transe ihe 


read “in 


Tessit Here is 
Miss [lute hinso l 
in Massachusetts 


One 


following 
probl ago 
teacher i class to 
closing sentence 


booklet de 


rib dl 


losed IS a scribing 


high lights of our pohey. When I tran- 
scribed | typed it highlights, and my 
tow her said i should be two separ ite 
words. I can't understand why it should 
be that wa Can vou please ¢ <plain?’ 

IlurTcHiNson: Hlere ar wa in, ape 
for writing “high light’ correctly, Tessic 

As a noun, it makes the phrase two 
separate words. This would be the style, 
then, in this voung lady's sentence, * 
high lights of our policy.” 

As an adjective before a noun, the 


word would be nyphenated 
“a high-light engraving 

As a verb, the 
is “to highlight th 


for example, 


word is written solid, 


hace 


Tressu 
Strony. A 
writes 


Mrs. 
secretary in Milwaukee, Wis- 
that her wants her 
to mark the names of the people receiv- 
Ing carbon copics | usually, 
or five the original 
letters he dictates. She 
thinks this is imcorrect 


Llere Sa que stion tol 


consin, boss 
four 
the 


she 


there are 
on copies ol 
that 
and adds that she 
.@) kK. on 


but that she 


Says 


can definitely see it as Inter- 


office corresponde nce, shies 





away from using such a notation on out- 
going letters. What's the answer, Mrs. 
Strony? 

Strony: Well, Tessie, it is perfectly 
proper to list on the original letter the 
names of those who are to reccive copies 
of it. When this is done, the list of 
names (or initials) usually appears be- 

9 
low the identification initials. There are 
occasions, however, when the sender of 
the letter does not wish the receiver to 
know that other people are sent a car- 
bon copy of it. In this case, the secretary 
should make a “blind-copy notation” on 
the office file copy (and any of the car- 


bons that need it) to show the names of 
those to whom the \_ blind- 
copy notation appears in the upper left 
corner of the carbon, When placed in 
this position, the reader knows it did not 
appear on the original. 


copies go. 


Tessie: Mr. Zoubek, a student in New 
Jersey wants to know if ball-point pens 


are suitable for taking dictation. 
ZouBEek: The best pen for writing 
Gregg shorthand, Tessie, is the Official 


Gregg Fountain Pen, which was designed 
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by expercs to mect the special require- 


ments of Gregg writers. The Official 
Gregg Fountain Pen has a firm nib that 
enables the writer to execute easily all 
the joinings of the system. The pen is 
nicely balanced and holds a large quan- 
tity of ink. 

\ ball-point pen is also quite satis- 
factory for shorthand writing. Some care 
should he CXVXCTCIS d, howe ver, In the Sc- 
lection of a ball-point pen: some makes 
occasionally “miss,” with the result that 


lost 
ilegibl 


and words, 


Whe re 


parts of some outline S are 


consequently are are, 


however, manv excellent. ball point pens 
on the market that are fine for writers 
of Grege shorthand 

Pessie: Dr. Lloyd, here is a letter for 


She 
has received trom 


in Pennsvlvania. 
savs that in letters shi 


you trom a teacher 
has noticed that words are 
divided at the end of the line. 

wondering if you make it 
tice 


you she hnever 
She is 


a regular prac- 


Hever to let vour secretary divide 
words at the end of the line. 
Lioyp: Yes, Tessie, 1 do. My motto is 


don't divide when vou can possibly ect 
If you make it that 
you will never divide a word, add 
five to ten words a minute to your wriling 


spt ( d. 


out of it a firm rule 


you can 
However, you will have to become 
expert at thy 
training yourself to listen closely 
bell. and facing the fact that, once in ; 
while, vou will have to divide—but 
which are, ol 


Very using tin release, 


thie 


mare 


for 


only 


on very lone words, 


thre 


COUTSC, 
casiest kind to divide. 


Vessie: Here is ‘a question for Dr. 
Rose nberg 
“The firm I work for is engaged in inter- 


state transportation of personal property. 


in ( vic uivo 


from a secretary u 


4 customer with whom we had had un- 
favorable the past 
him to acce pt for de- 


dealings in wrote to 


my boss requesting 


livery a large shipment of merchandise 
sold by him to a dealer in a neighbor- 
ing city. When IT read this letter, I re- 
minded my boss of our past dealings 
with this man and suggested that we re- 
fuse his request. My boss merely said, 
‘T have no choice, I have to, and didnt 
bother to explain the situation further. 


I cant believe he really has to deal with 


this man. What is the legal ruling on 
this?” 

Rosenpenc: This voung lady's firm, 
Tessie, is classed as common Ccarricr 


and, as such, must, without discrimina- 
tion, transport goods for anyone who ap- 
plies to it. HE he 

port the the 


claiming discrimination. 


boss refuses to trans- 


goods, customer can sue— 


untair 


Tessie: Well, that’s all for now, friends. 
It's been real nice chatting with you. 
Stop by next month, won't you? Till 


then, meeting s adjourned. 
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in \ little over a year ago Dorothy got a taste of what it’s and all her friends saw her helping Mr. Murrow calculate 
only like to have the television flood lights beating on her returns. “That was one bit of scheduling I didn’t have 
Thy while she worked. It was presidential convention night, to worry about!” Dorothy adds, flashing a smile. 
— SECRETARY 
= SKC CT: TO 
yorty, 
| un- “ 
“s war Murrow 
- EA a & a | 
ndise 
hbor- 
1 re- 
ling ~T a hl , * , Pa ° ° Co ; 
: a HEN DOROTHY ANN McDONOUGH flicks on the radio the first thing 
cotd every morning to find out what kind of day it is going to be, she is not pri- 
liduvt marily interested in the weather report. Dorothy listens to the news broadcast, 
ther. = , 
por making mental notes as the dispatches from Korea, Moscow, Rome, or London 
o on are announced. These reports give her a clue to the problems that will face her 
BY boss and the revisions that a changed world picture will make in her day. Doro- 
firm, ' ee = i , : t 
pears: LAWRENCE thy McDonough is secretary to the ace television and radio newscaster of the 
mina: Columbia Broadcasting System, Edward R. Murrow; and every change in the world 
‘ BRENNAN acest 7 
O ad} situation gives new direction to Dorothy s dai y activities. So swift are the changes, 
wane and so zealous is her famous boss in being “there” where the news is in the making, 
suc 
that often, even in the middle of dictation, he will hand her his passport to be 
accredited for Germany, perhaps—then suddenly, twenty minutes later, tell her 
Is. ‘ . : ‘ ‘ 
— to have it changed to some other spot halfway across the globe in the other di 
you. : : 
rill rection. Well she knows such changes of plans and what frantic hours it means for 


her in arranging for his transportation and revising all his personal appointments 
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Dorothy tries to relieve her boss of all possible details. 








































She has only a half hour each day with him for a rapid- 


exchange of information. advice. and instructions. 


“WHAT IS YOUR ROUTINE?” Dorothy will stop dead in 
her tracks if anyone asks that question. It’s worth the 
asking, however, just to see those bright eves, best 
described as Lrish blue. change from a serious alert- 
ness to a laughing sparkle. She'll explain with a smile, 
“I don't have a typical day, a typical minute—even a 
typical year. A new year begins each September and 
ends each June—with July and August some brief mi- 
rage. But every broadcast year is something different. 
Routine?” here her smile broadens, “My main job is 
to make an unending flow of crises pass for routine. 
But the work is so fascinating it is difficult to resist be- 
ing so interested you almost forget deadlines.” 


DororHuy HAS TWO Assets that help her survive crises 
and make deadlines—her top shorthand-typing skill 
and her willingness to laugh when a sudden newsbreak 
makes two days’ work null and void. These two assets, 
she will tell vou, she owes to Sister Catherine Anita, 
her teacher at Our Lady Queen of Peace High School. 
North Arlington, New Jersey. “Sister Catherine Anita 
taught me confidence in my skills and also how to 
laugh hard at myself,” Dorothy adds. “But the ex- 
citement of working with Mr. Murrow makes up for 
any hectic moments.” 

One doesn't have to talk to Dorothy very long to 
realize that this attractive young woman from North 
Arlington, New Jersey, has a great many very valu- 
able assets and is quite a concentration of talent 
all in her own right. She’s tall, willowy, chestnut- 
haired, with a personality that smiles even when she 
is gravely occupied with her work. Yet she’s one 
hundred per cent top secretary. She almost thinks 
in lightning swift shorthand. Her quick fingers are 
continually jotting down shorthand notes. Almost 
like a badge, is that inevitable memo pad and pen- 
cil that she carries about to log messages, telephone 
calls, schedules, visits, things to be done. 


THERES A GREAT DEAL INVOLVED in making sure that 
America can “listen to Murrow tomorrow.” The ad- 


ministrative system that permits Dorothy’s famous 


12 





TODAY'S SECRI 


One of Dorothy's responsibilities is keeping Mr. Murrow’s 
news reading-stand up to date. Here she spreads out all 
the latest papers and magazines so that he can study them. 


boss to devote his full attention to news gathering 
and reporting is entirely a product of his secre- 
tarv's fashioning. Having worked for Mr. Murrow for 
six vears, she has made her job one of lifting from 
his shoulders every possible administrative detail. 
She plans his trips in such a way that no trifling 
concern can possibly distract him. She permits her- 
self only a half hour of continuous communication 
with him each day the newscaster is in the office. 
With a summary of the local office situation at her 
finger tips, she brings him up to date on schedules, 
calls, appointments, and other obligations, and _ re- 
lieves him of any administrative problems that he may 
have. A rapid-fire exchange of information, advice, 
and directions usually ends with the remark from Mr. 
Murrow: “And, don't forget, Miss Mac, to take a day 
off while [m away.” 


EVEN THIS HALF HOUR is sometimes cut down by the 
demands on Mr. Murrow’s time by other CBS person- 
nel who must see him for one reason or another. This 
pressure makes necessary a good deal of independent 
operation on Dorothy's part. “Only twice was I really 
crossed up,” she explains. “Once during a coal strike 
and once during Mr. Eisenhower's famous Abilene 
homecoming.” Both incidents have become stock jokes 
in the Murrow organization. 

The coal strike made it necessary for the railroad 
to replace a dining car with a passenger coach on an 
§:30 train Mr. Murrow was taking out of New York. 
He was counting on a dining car that evening, for 
he does not eat until after his 7:45 broadcast. Doro- 
thy assured him that the train carried a diner; she 
had both checked the timetable and called the rail- 
road. But a last-minute change had occurred that 
caused the diner to be taken off. So, Mr. Murrow 
didn't get anything to eat until the next morning. Now, 
whenever Dorothy has to go on a trip with the staff, 
Mr. Murrow will remind her, “Don't you eat betore- 
hand. We want a diner guaranteed, or you'll starve 
with the rest of us!” 

The Abilene homecoming for Mr. Eisenhower was 
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Mr. Jesse Zousmer. news editor, stops by to show Dorothy 


McDonough a little story that he thinks Mr. Murrow 


might like to include in his evening news broadcast 


a hectic affair from beginning to end. It seemed that 
everv press service in the country had moved into 
that littke Kansas town. Not only was transportation 
to Abilene jammed, but accommodations were not to 
be had once there. Throngs of newsmen had to live 
aboard special trains. Broadcast commitments made 
it impossible for \Ir. Murrow to leave until nine o'clock 
the night before. Dorothy got him airline reservations 
to Kansas City, but she had to charter a special plane 
for him trom there to Abilene—all these arrangements 
by telephone trom New York. It was the complete pan- 
demonium there that she could not anticipate from het 
New York office. 

Hlow could she know, for example, that the type- 
writers to be used by the press were being borrowed 
from the Abilene High School typing class. Into the 
press room rushed the newsmen, Mr. Murrow among 
them, to get out their stories—index fingers poised as 
prescribed for the hunt-and-peck system so dear to 
their profession—only to discover blank keys before 
them! It was a bedlam of “Where's A?” “How do you 
find the period?” When the story was brought back, 
no one enjoved it so much as Dorothy and the othe: 
secretaries in the News Department. 


WHAT REALLY MAKES SCHEDULING DIFFICULT is the fact 
that Mr. Murrow has fixed radio and television obliga- 
tions that must be met whatever the world situation 
may be. Five nights a week, from Monday through Fri- 
dav, Mr. Murrow has his 7:45 (FST) radio broadcast. 
Every Sunday “morning” at 12:55, he has his inspira- 
tional program, “This I Believe.” Every Tuesday eve- 
ning from 10:30 to 11, he presents his celebrated 
CBS-TV show, “See It Now.” Starting in October, on 
Fridavs at 10:30, is his new show, “Person to Person.” 
Fitting in with these fixed appointments the unpre- 
dictable newsbreaks like the Omaha flood, or getting 
Mr. Murrow off to such affairs as the Presidential 
nominating conventions or the Coronation is probably 
Dorothy’s biggest job. She sometimes accompanies 
the staff on a news-coverage expedition. She attended 
both the Democratic and the Republican Conventions 


After a busy day crammed with news reports, Dorothy still 
buys a paper each evening to catch the details she had to 


skip (and also so that she can do the crossword puzzle). 





in 1952. There are also many occasions when she goes 
to Washington. Generally, however, she and two sec- 
retarial assistants see that ends meet back in the New 


York office. 


THE MURROW ORGANIZATION at CBS is large and com- 
plex. In the words of a CBS employee, “Edward R. 
Murrow is one of the biggest pieces of talent in the 
Columbia System.” Dorothy, as first secretary, is part 
of what she calls the “parent office” of Mr. Murrow. 
This manages all his personal affairs and operations 
and his daily news broadcasts. Each weekly show, 
however, is a complete production, with an inde- 
pendent, full-time secretary. The “See It Now” pro- 
gram also employs a stenotypist, who records news 
films and other sound tracks and reduces them to 
scripts so that they can easily be edited for assembling 
a program. So complex is the Murrow organization at 
CBS that, when Dorothy attended the annual “See It 
Now’ party this year, she was astonished at the num- 
ber of supporting personnel she didn’t even know. 

Every secretarial technique is employed in getting 
out the Murrow shows. Sometimes Dorothy uses short- 
hand, sometimes a dictation machine; often, just before 
showtime, she takes scripts down directly on the type- 
writer. Mr. Murrow composes all his own scripts, dic- 
tating them without the change of a single word or 
punctuation mark. He is a very swift typist himself- 
when not confronted with a “blind” machine borrowed 


from some secretarial class! 


HER TELEPHONE Work, Dorothy considers her most val- 
uable contribution to the Murrow operations. Most of 
her day is spent on the telephone, and this task is 
one of utmost responsibility and delicacy. All calls 
to Mr. Murrow are channeled over her phone; and, 
when he is out of town, she must act on these. When 
he is in the office, she must screen him from the in- 
trusion of frivolous demands on his time. This task 
requires keenness and a considerable command of 
“who's who.” The caller may be the Vice-President 
of the United States, Governor (Continued on page 54) 
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Ann Moran (right) explains to 
Jeanne Westphal that the architect 
has not vet finished with a letter from 
a certain client. Due to Ann's care- 


ful check svstem. she knows where 





every important letter is at all times. 


The files containing blueprints of all 
“live” jobs are Alfred Stern's do- 
main. These blueprints are kept in 
long shallow drawers right in the 
drafting room so that when Allen 
Roth (left), Schwartzman designer. 
or one of the architects wants to check 
on some specifications, Alfred can 
find them for him quickly and easily. 
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Jeanne checks prices of light fixtures for her 
boss. Catalogs of manufacturers of building 
supplies are filed in this cabinet. 


TTANT A JOB THATS DIFFERENT? One that 
\ changes constantly, that keeps vou in touch with 
developments in an exciting profession? Then youll 
like working for an architect. And one of the most im- 
portant parts of such a job is filing. 

Youll be dealing with blueprints, of course, But 
blueprints and specifications are only one phase of 
this interesting and varied activity. Your boss has to 
keep up with the latest developments in air condition- 
ing, lighting, building materials. and methods betore 
he can win the commission that finallv results in blue- 
prints of building designs. 

{An important part of your filing job is keeping the 
catalogs for building materials. There will also be a 
photo file—pictures of exteriors and interiors that are 
often mounted in special displays tor exhibit purposes. 
Even news from such a lively paper as the fashion in- 
dustry’s Women’s Wear Daily may be clipped and kept 
for reference in a modern architect's office. (Fashions 
have to be sold in smart modern settings, and that’s 


where vour boss comes in. 


To GET A FIRST-HAND REPORT of just what it’s like to file 
for an architect, Topay’s SECRETARY went on-the-job at 
the office of one of New York’s leaders in the protes- 
sion, Daniel Schwartzman. 

Ilere, in the conference room, and at other points 
in the Schwartzman suite of offices were pictorial dis- 
plavs of some of the outstanding commissions the 
firm has handled—the sleek architecture of Macy’s in 
Kansas City, for instance, and Abraham & Straus in 
Hempstead, New York. 

Mr. Schwartzman pointed out that the office staff for 
even a top professional architect like himself is rela- 
tively small. He has a special assistant—Miss Jeanne 
Westphal, who, her boss savs, “combines technical and 
secretarial knowledge”—as well as a secretary, Miss 
Ann Moran, and Alfred Stern, the office clerk. When 
one of Mr. Schwartzman’s architects or his interior de- 
sign co-ordinator is at work on an assignment, these 
three are able to supply the records, specifications, or 
correspondence they need. 

How does an architect's office set up its files? 
Schwartzman’s blueprints and specifications for all 
live” projects are kept in the drafting room. A card 
file shows just where they can be found. If one of the 


draftsmen wanted to check on Macy’s, Kansas City, 
for instance, he would look in the card file and find 
that blueprints were in drawer No. 9 or specifications 
in envelope No. 7. The person responsible tor seeing 
that they really were in that drawer and envelope is 
office clerk Alfred Stern. 

Ann Moran is called on to supply different material. 
When the Schwartzman office, which has a brilliant 
record of department store commissions, undertakes 
a new assignment in this field, the architects will need 
answers to many questions. How many sweaters will 
be stocked in a certain department or how many men’s 
suits will be on display? Will the buyers for shoes need 
a large or a small office? 

All this information has been secured by a membe1 
of the Schwartzman staff in talks with the department 
store head and some of his kev executives. They've ex- 
plained what they need and dream of having in this 
wonderful modern store that is about to be built, and 
it is duly recorded by the Schwartzman office. In final 
form, this “interview” becomes an important part of 
the whole fat file on a particular job—it might well be 
labelled “Aspirations,” but it isn't. 


BESIDES KEEPING TRACK OF INTERVIEWS, Ann Moran also 
knows the correspondence files thoroughly—both “Job” 
correspondence and “Miscellaneous.” Of the two, “Job” 
letters get a priority rating; and, because they are so 
very important, the Schwartzman office has set up a 
ticker list as a safety check 

It works this way. Ann opens the morning mail and 
screens it for “Job” correspondence,Let's sav a letter is 
in from R. J. Brooks. who has commissioned Schwartz- 
man to build a fine home in Baltimore. Brooks writes 
to sav he wants his dining room larger. A letter like this 
would be recorded on the tickler list and then go 
straight to Mir. Schwartzman’s desk. 

When Schwartzman has read it, he initials it; and 
it goes back to Ann to record its return and send it 
one step tarther along its wav—to the man in charge of 
the “Brooks Project.” As long as the letter is in his 
hands, it remains on the tickler list as an open item re- 
quiring follow-through. 

When the designer finally has studied its contents 
and digested them. he initials it also and returns it to 
Ann for filing. Then, and only then, does she cross it off 
her list. 

There. is, finally. “Miscellaneous” correspondence. 
This is a simple alphabetical system very much like 
what you would find in any well-organized business 
office. But even this can be interesting. There are al- 
ways letters asking your boss—if he’s a good architect 
—to attend this professional conference, to test that 
new material, or to speak before some conference, con- 
vention, or design institute. 

If you've been putting purchase orders, requisitions, 
and invoices into the right folders for so long that you 
want a change, try filing for an architect. You'll find 
it’s fun! 
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Philip Gendreau, N.Y. 


WOMEN 


SUPERVISORS? 


BY MADELINE 


AST MONTH, voull recall, 
[ we discussed the difficulties 
confronting the Miss Clarks and 
Miss Dames who were dropped 
into their supervisory jobs without 
any previous training. Mistakes 
course, and male 
supervisors, particularly, did not 
forget them. For this reason, some 


were made, of 


members of management have be- 
come “leery” of women supervisors. 
And to make matters worse, they 
back up their feelings with sixteen 
reasons! We don't agree with all six- 
teen of their reasons, indeed not; 
but we do feel that they should be 
mentioned here so that you may be 
on guard against them. Here is why 
“they” say women do not make 
good supervisors: 

1. Women work in terms of per- 
sonalities; men in terms of proc- 
esses and things. (We have recent- 
ly been told by an alert vice-presi- 
dent of a large firm that one simply 
cannot hold a responsible position 
in business if he cannot work with- 
out becoming involved in personal- 
ities. Take heed, secretaries! ) 

2. Women are distrustful of their 
own sex and therefore prefer to 
take orders from men. 


16 


BAH? 


>. STRON 


3. Women are too sensitive, and 
easily become jealous. 

4, Women think and talk tes 
much about personal things—espe- 
cially men and dates. (There is 
nothing wrong about women liking 
to share news of their men friends, 
for a favorite topic of conversation 
among men is women; but there is 
a difference. Men forget their per- 
sonal lives when they enter the ot- 
fice; women, apparently, have trou- 
ble doing so. ) 

5. Women act impulsively. They 
are impatient about the delibera- 
tions that should precede decisions. 
(This is almost as bad as saying 
that women don't like to think 
things out! ) 

6. Women can’t make dec?sicns 
because they can’t make up their 
minds. (Well, we know meny a 
man guilty of this fault, but that’s 
what they say about us. ) 

7. Women are likely to be perny- 
pinchers. They don’t know where 
to make exceptions and fail to rec- 
ognize false economy. (Take the 
girl who made a special trip down- 
town and drove around several 
blocks before she found an avail- 
able parking meter—just in order to 
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buy some hose, regularly priced at 
$1.50 a pair, for $1.39. 

8. Women work best on nonsu- 
pervising details on which their 
penny-pinching can be exercised. 

9. Women work for and not with 
people. They work best, therefore, 
when they have an understanding 
boss. They sometimes refuse to do 
business with persons they dislike. 

10. Women must have patient 
and fatherly 
they become emotional too easily. 
They become disturbed over some- 
thing unusual or out of routine. 
And, when disturbed, they become 
officious, cross, vindictive—or even 


supervision because 


grow hysterical and cry. 

11. Women work primarily to 
meet men and not because they are 
interested in their jobs. (This isn't 
always true; many women are hap- 
pily married and are busy helping 
support their families—but that’s 
what “they” say. 

12. Women cannot take criticisms 
impersonally. 

13. Women hold grudges and try 
When 
each other about job performance, 
they are not likely to try to get 
even later on. (So they say. 

14. When given authority they 
use it to trv to impress others with 


to get even men criticize 


their importance. 
15. Thev are intent on inflicting 


their ideas and personalities on 
others. 
16. The. take outer appearance 


too seriously and are likely to judge 
things on that basis. 

There they are—some of the al- 
teged reasons why women are not 
promoted as rapidly as they would 
like. We can see the fire in your 
eyes from here, but let's not be too 
hasty. Remember items 12 and 13 
—Women take criticisms 
impersonally Women hold 
grudges and try to get even. Let’s 


cannot 


tool the men and, instead of grow- 
ing angry, let’s discuss good super- 
vision and how to develop it. 

What is good supervision? It is 
the sum total of so many things, 
that / have compiled a list of six- 
teen items, too. The following “tips” 
will give you a good guide to follow 
as you prepare for the time when 
you will be a supervisor. 

1. Never make promises you can't 


keep. 
2. Encourage others to give you 
their ideas and then give them 


(Continued on page 50) 
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BY HELEN WATERMAN 


RAFFIC MANAGER?” always 
sounds like a policeman, and 
in industry a traffic manager is 
a bit like a corner cop. He’s the 
one who gives the signals for all 
merchandise that is shipped into or 
out of the company. To find out 
what it’s like to be secretary to a 
trafic manager, we consulted secre- 
three organizations for 
their reactions. 

“If figuring out a commuter’s 
timetable gives you a headache, 
don’t try this job,” advises Kathleen 
Kelly. “But if you never confuse 
A.M. with P.M., and you like to 
have ‘something doing,’ constantly, 
being secretary to a traffic manager 
may be just the job for you.” 

Kathleen, who works for the 
American Wholesale Hardware 
Company of Long Beach, Cali- 
fornia, has found that there is a lot 
more to her secretarial job than just 
taking dictation. 

Her company buys from brand- 
name manufacturers and passes on 
to retail stores all that miscellany 


taries in 


covered by the word, “hardware’— 
paints and brushes, plumbing sup- 
plies, garden tools, sporting goods, 
electrical appliances, and_ those 
oddly named and shaped screws 
and fixtures that carpenters and 
handymen demand in precisely ac- 
curate ‘izes. 

As Kathleen puts it, “Our traffic 
department is too busy a place for 
anyone with poor nerves! Two 
phones ring constantly; buyers 
come in for information; the receiv- 
ing department complains about 
damaged goods; the shipping de- 
partment wants advice; maybe Ac- 
counts Payable needs to check on 
a bill. There’s such a turmoil of 
action every minute that just keep- 
ing up is quite a challenge.” 

To help her keep up better and to 
understand more about this’ work, 
Kathleen has taken a night school 
course in Commercial Freight Traf- 
fic Management. 

Aside from the usual dictation 
and correspondence duties, Kath- 
leen has many other chores. One is 
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illustrated by HELEN WRIGHT 


seeing that complete routing in- 
structions and descriptions of goods 
are on all bills of lading. These 
details often save her company 
money. The transportation com- 
pany bases its charges on a whole 
raft of variables—length, weight, 
fragility, whether or not the pack- 
ages can be stacked on top of one 
another, etc. If you don't give de- 
tails, they'll charge as much to ship 
coat hangers as delicate glass vases. 

Another of her duties is keeping 
all shipping information up to date. 
With about 100 purchase orders a 
day being routed through her of- 
fice and with shipping rates chang- 
ing rapidly, Kathleen has quite a 
task just keeping data she needs up 
to date. The ordinary secretary 
needs to know only about postal 
zones and what items should go 
fourth-class. Kathleen must also 
have the facts on hand for shipping 
by rail, motor carrier, freight for- 
warder, railway express, air, or 
water. Fortunately Kathleen has a 
good head for figures and a know!l- 
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edge ot geography, that includes 
not only the United States, but the 
whole world. 

As soon as the morning mail is 
out of the way, Kathleen gets down 
to her “bookkeeping.” One phase of 
this is keeping a strictly accurate 
record of all loss, damage, or over- 
charge claims. In addition, she must 
also copy onto permanent records 
pertinent information about ship- 
ments. By showing what a large 
volume of shipping his firm does, 
her boss (Mr. H. R. Van Maren) 
may persuade a carrier to lower its 
rates or give taster service. Or by 
studving this data, he may see a 
way to cut shipping costs. He must 
also watch that shipments are timed 
so that space is available in the 
warehouse and that holiday mer- 
chandise gets to the retailer at the 
right date. Keeping available all 
the information her busy boss needs 
in order to do his work effectively 
is an important part of being a traf- 
fic manager's secretary. 


Louira WALKER, secretary to Traf- 
fic Manager Paul Peninger at Solar 
Aircraft, San Diego, describes her 
work in these words: “It’s an active 
job; you don't just sit down all day.” 

Lolita’s telephone rings all day 
long, continually interrupting her at 
dictation or at the adding machine. 
Some calls she can transfer to the 
receiving desk or shipping desk or 
yard supervisor. But she may waste 
precious time trying futilely to lo- 
cate the yard supervisor and wind 
up having to handle the call herself. 
Since she can't possibly know all 
the answers, she has to be familiar 
enough with everything that is be- 
ing shipped out or received to know 
where to go to find out. 

The big rush comes when a train 
is loading. Exhaust cones and com- 
bustion chambers may be on their 
way to become parts of aircraft en- 
gines. Outside, a girl is listing every 
crate as it goes up the ramp—its 
number, weight, size, and contents. 
Lolita stops whatever she is doing 
to type up that list; for, without a 
proper “carloading manifest,” the 
train can't leave. 

What, above all, fits a secretary 
for traffic work? Lolita answers 
with one succinct word: “Compre- 
hension.” A girl must know what 
she is doing even though the work 
seems strange. She must be able to 
anticipate what her boss will want 
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next. She must be able to type fig- 
ures rapidly, and to understand 
them. Lolita can remember, from 
one day to the next, a number with 
six digits. Her previous experience 
as a bookkeeper has proved useful, 
for she must check and record bills, 
and do a lot of posting and of com- 
piling reports. 

The ability to read shipping no- 
tices and bills of lading is necessary 
to interpret the day’s mail. Dicta- 
tion is light, and there’s not too 
much typing; so a girl whose spell- 
ing is weak might do better here 
than on some other job. But, as 
Lolita is quick to point out, with- 
out fair stenographic ability she 
wouldn't even have been consid- 
ered for the job. 

Lolita works a forty-hour week, 
and feels that salaries in the traffic 
field compare favorably with those 
paid to the secretaries of other ex- 
ecutives. 


Many ABEE, one of the thousands 
of employees of Sears Roebuck also 
works forty hours, but she feels 
that the girls earn more in the 
fancier offices “upstairs.” 

Mary's Receiving 
Manager, and she has seven girls 
who work under her own super- 
vision—one girl to file, another to 
handle freight bills, ete. Whatever 
papers these girls make up are 
checked by her before being passed 
to her boss for his signature, or be- 
ing put into the department-store 
“tubes” that carry bills direct to the 
auditing department. Invoices, hav- 
ing a “cash value,” Mary delivers in 
person—and she is similarly careful 
to deliver promptly to the depart- 
ment concerned such shipments as 
pistols and jewelry. 

To start her day, there is mail 
from the Sears warehouse; she 
checks the warehouse records and 
the store records before sending 
them to the auditing department. 
Since everyone knows how many 
items are stocked by a modern de- 
partment store, it’s easy to see why 
Mary says she'd hate to count how 
many orders they handle each day. 
“Just more than you can keep up 
with,” she says. And incoming ship- 
ments are only a part of her boss’s 
responsibility. His department must 
also keep straight what and how 
much was sent out of the store to 
which customer. 

A girl doing such work needs to 


boss is the 
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like details, Mary feels, and anyone 
who can't remember where she 
puts things at home would be bet- 
ter off not to try such a job. Dicta- 
tion consists mainly of letters ask- 
ing for proof of shipment or direc- 
tions for handling damaged goods, 

Mary took a regular commercial 
course, “bookkeeping and all that,” 
but, she adds, “Each company has a 
different way of doing things, and 
you have to adjust to that and to all 
the division heads. Learn their 
ways and how to handle them. If 
youre in the right, you've got to 
know it and make them know that 
you are; but, if you make a mistake, 
you admit it, too.” Apparently her 
system works, for she has been in 
that department nine years. 

Mary sees to it that records are 
kept of all merchandise received. 
This requires several record books 
and a filing rack that consists of 
about 600 slots, open at both ends 
so that filing may be done from 
either side. Time received and con- 
dition of merchandise, such as 
“crushed,” are stamped on each 
delivery’s papers. When a shipment 
is damaged, Mary phones the ship- 
per to send out an inspector to 
make the adjustment or to have the 
damaged merchandise picked up. 

Mary's “office” is just a_ plain 
desk, in a part of the store that, 
although it is on ground level, looks 
more like a basement—soundprooft- 
ing on the ceiling, but cement walls. 
hard-rubber floor, and no “decor’ 
or scenic view.-Her “view” is the 
loading platform and a couple of 
delivery vans. 

But that type of job has its good 
points. Mary can save more money, 
perhaps, than her secretarial sisters 
“upstairs,” since, while she looks 
neat, she dresses simply. If it rains, 
no one minds her coming to work 
wearing oxfords, a sweater, and 
slacks. Being out of sight of the 
public and of the “top brass,” she 
and her fellow workers (who all 
are quite young) can be quite in- 
formal. Some people like dignified 
offices. Mary is a firm advocate ol 
informality. “It makes your job 
more fun,” she explains. 


























Harp work, excitement, know: 
ing how to adjust to all sorts of 
people, a passion for detail, and 
ability to work with figures—just 2 
few of the requirements for being 
a traffic manager's secretary. 
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= How to handle the problem dictator 

ends 

trom 

con- BY MARIE M. STEWART 

h as 

each 

ment _ YOUR BOSS dictate like mad for about a them back. Repeat this practice with different words 

ship- minute and then stop and ponder for the next until you can carry ten words in your mind with ease. 

or to two minutes? Mavbe he was in the Armed Forces, Then try fifteen words, then twenty words. When you 

e the where the order of every day is said to be “Hurry up— have acquired the ability to carry twenty words, you 

mW and wait!” have reached a safe goal. 

pe Like the buck private. all you can do is rush when There is a possibility that your problem is shared by 

eer the hurry time comes and make the best possible use of some of your acquaintances. If so, you might form a 

waell the pauses. This sounds very simple; but, unless you speed club and meet once a week for practice. At your 

walls. have plenty of reserve shorthand speed, your problem meetings, vou could take turns dictating. 

lecor” is serious. You may do all right with the rest periods, And you can take dictation every day without hav- 

is the but you won't be able to keep up with the rush. ing to ask anyone to dictate to you. Have a shorthand 

le of If you'd like to solve such a problem, your first con- notebook and pen or pencil near your radio or tele- 
sideration should be given to building up reserve vision set and let the performers be your dictators. 

good speed. There are several ways to do this. Suggestion Most dictators repeat themselves, and it may be that 

jOney, Number One is to read all the shorthand you possibly your boss uses certain words or phrases again and 

a can. Right in this magazine are pages of notes that are again. A few shortcuts for these repetitions might help 

pes perfect for reading practice. A shorthand textbook also you to keep up in the spurts. For instance, suppose the 

weil offers a wealth of reading practice material. boss frequently uses the term carbon tetrachloride. The 

on Not many stenographers are aware of the fact that first time you would write it out; but when you realize 

f the the fastest readers are often the fastest writers. Perhaps that it occurs often, you will use a shortened form, like 

” che you and some of the other shorthand people in your k-a-r-b with t written through it. 

ho all office might like to try this experiment: Have someone Make good use of pauses in the dictation. When 

ite in- dictate from a page of shorthand notes at the rate of waiting for the next torrent of words, you could re- 

nified 60 words a minute. Then copy the page ten times and write any poorly written outlines, and punctuate and 

ate ol have it redictated at 100 words a minute. Now take a put in capitalization marks. 

r job different page, have it dictated at 60 w am, read the A word of warning, though. If you are tired of work- 
plate ten times, and then take it at 100. See how much ing but don’t want to bother to resign, you can get an 

noel more easily you write the second page—which should enforced vacation by staring at the dictator, fidgeting, 

ask prove without question the writing value of repeated or acting bored while he is thinking. 

| oan reading practice. And when your boss gets too far ahead with his short 

just a Maybe you have difficulty in carrying words in your spurts, there is only one thing to do—stop him! He will 

being mind. In that case, ask someone to dictate, say, ten much prefer that you do this than turn in an unmail- 
words, After they are dictated, write them and read able letter. 
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IT’S FUN TO WORK 


AT 


MUTUAL 
LIFE 


Mutual Life Insurance Company of New York wants 
its offices to be more than a place where its 1700 em- 
plovees write up policies, type, file. and take dictation 
from nine to five. They want it to be a place that 
meets the needs of its personnel and contains extra 
conveniences that make working at Mutual a pleas- 





ure. Some of these extras include the playing of music 
at intervals during the day, a coffee break (with 
deskside service from the company coffee cart), free 


lunches with special dishes for dieters, medical care, 





Modern equipment includes easy-to-use relaxation rooms, and clubs, teams; and _ training 
hinge-door metal files. courses for after hours. In fact, an educational re- 

fund plan encourages employees to take courses | 
outside the company that will further them on the 
job. Perhaps this is part of the reason so many | 


emplovees tell you its fun to work at Mutual. 






lhe card room and the game room (oliering 
ping-pong and._ billiard facilities) are very 
popular spots during lunch hours. 
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Each worker is assigned a hanger and Posture chairs tor all stenographic and cleri- Deskside coffee service provides a mid- 


shelf space. Hangers are so spaced that cal workers, glare-free fluorescent lighting. morning break. Those who wish can 
coats do not brush against each other, and acoustical ceilings are all features that order some of the delicious baked goods 
and wet raincoats can dry quickly. are designed to reduce fatigue at Mutual. (at standard prices) to take home. 


Virtually all walking is eliminated be- The filing department is so designed that the — Free hot lunches. planned by a dieti- 

cause work is brought to each desk. girls can roll their chairs to different work tian. are served daily in the cafeteria. 
Not even the interdepartmental messen- — areas without having to jump up and down Overweights who wish to avoid tempta- 
gers have to carry the mail. every time they need to check something tion can eat in a separate dining room 





Men and women have separate “quiet rooms” adjoining 


the cafeteria that invite postluncheon relaxation 


Mutual personnel rehearse for one of the company’s 
theatrical productions. Other employee activities in- 
clude basketball and bowling. knitting and crochet- 


Ing contests. fashion shows. and dances. 





650 COPTES 


OUICK 


BY LOID MICHAELS 


Illustrated by FRANK WIATER 


EING A GENTLEMAN who wanted to know a 

simple method for getting a stack of copies in a 
hurry—and didn't—I decided to consult an authority on 
the subject. My authority was Homer Smith. Homer 
should know, for he works for the company that makes 
Ditto machines. (You know, duplicators—the machines 
that turn out purple copies. Though purple is most 
familiar, | learned that copies can be made in black 
and several other colors. too.) 

“Sure,” Homer informed me. “were multicolor these 
davs. And the direct duplicating process will quickly 
and easily give you copies of anvthing tvped, written, 
or drawn... .” 

“The which process?” I interrupted. 

He looked at me very levelly. 

“Mike,” he said cautiously, “suppose we start with 
some definitions?” I nodded, just a bit humbly. 

“Say it is two oclock in the afternoon,” he went on. 
“You have just finished changing the prices of a dozen 
items in vour catalogue. It is urgent that vou notify 
your 150 dealers at once. You buzz tor your secretary. 
You hope she can get the announcement out in the 
three o'clock mail. Clear?” 

It was, all except how she could do it. 

Homer continued, “She takes your announcement 
and goes to her typewriter.” He pulled a tvpewriter on 
a stand over to his desk. “She reaches in her desk and 
pulls out a Masterset.” He repeated, “Masterset, that’s 
a Ditto trade name.” 

| wrote down the word as he produced the goods. 
It was a sheet of white paper backed up by a sheet of 
Direct Process carbon paper, which was tastened to- 
gether at the top with the glossy side of the carbon 
against the white paper. 

“Sort of a ready-made carbon pack,” | volunteered. 

lle nodded while removing a sheet of paper trom 
between the carbon paper and the white paper. In 
response to my inquiring look he said. “The paper pro- 
tects the carbon until you are ready to use the Master- 
set. 

I understood. 

“Now, he said, “vour secretary, having removed the 
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protective paper, inserts the Masterset into the tvpe- 
writer—" (no mere description here. he demonstrated 
it; and. to my surprise. he inserted the open end first, 
not the top, fastened.) “—and types your announce: 
ment.” He plunked some kevs. He rolled the paper up 
and folded back the top sheet to show me. I could see 
typing on it, just as | see when I mistakenly insert a 
carbon pack into my own typewriter—backwards. 

“You see,” he said, “whatever you type, or draw, or 
rule on the white sheet is reproduced in carbon right 
on the back of the same sheet. The white sheet with 
the carbon on it is called the ‘master.’ The master.” 

Dutitully I wrote down, master. “What if you make 
an e:ror?” I asked brightly. 

“Well, vou have to get rid of the carbon of the error 
so that vou can put the carbon of the correction where 
it belongs. If, the correction is short, you erase it or 
scrape off the carbon with a sharp blade. If it is loug, 
vou can cover the mistake with a special kind of ‘cor 
rection tape’ or the wax from a ‘correction pencil.’ If 
no correction is to be inserted, you can cover the error 
with tape or simply slice the error out of the paper.” 

Plenty of choices; plenty of easy ways out. 

“Next.” he continued his demonstration, “vour secre- 
tary goes to the duplicator itself.” We walked to a cor 
ner of the room. “This is our D-10 model,” he said, un 
veiling a hand-operated machine with the infinite pride 
of a jewelry salesman in Tiffany s. 

He pulled a lever marked “Copy Control” three oF 
four times. I heard some juice start gurgling; no com 
ment. He pulled another lever, and the round surface 
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of the top cylinder broke open to show a toothy kind of 
clamp. He stuck the top of the Masterset into the open- 
ing; bumped the lever back into place; and, as the jaws 
of the clamp gripped the paper, tore off the carbon 
sheet. The master sheet was in place—in less time than 
it takes to tell. 

Homer reached onto a shelf under the machine and 
grasped a half-inch stack of paper. “For quality copies, ’ 
he said, “quality paper, please.” He placed the paper 
on a rack at one end of the D-10 and started turning 
the handle. Out came the copies, clean as a whistle. 


“Now YOUVE SEEN the Direct Process at work,” he 
said. “The carbon on the master is a dye. When the 
paper is moistened with a special chemical and _ is 
pressed against the dye, a copy comes off onto the 
paper. The copy is transferred directly from the master 
paper to the copy paper. Direct—Direct Process.” 

“How many can you get from one master?” 

“Up to five hundred, if you use good carbon, a good 
master, good copy paper, and good fluid.” 

“Five hundred!” It didn’t seem possible to me. 
“Yes, 1 said five hundred—but you have to use 





® Use Direct Process for quick, clean, easy runs. 


® Make it a habit to clean vour type before starting the 


master. Clean type makes clear copy. 


* Use a combined master-and-carbon-paper unit to save 
time, to keep hands clean, and to assure the best combina- 


tion of master paper and carbon paper. 


® Use a backing sheet if vour typewriter platen is old and 


worn, to insure uniform, clear characters. 


* Type with a firm, even touch, slightly slower than your 


normal rate. 


* Type punctuation marks lightly and capitals forcefully, 
to produce uniform copy. 


* Correct small errors with an eraser or blade, as you 
prefer; use correction tape or cut-outs for large errors. 
* Proofread while the work is still in the typewriter. It 


saves the time and trouble of realignment. 


* Use color carbons for accents, headings, attention, or 
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quality supplies all along the line to get that many. 


And, by using different kinds of our carbon papers, 
vou get copies in several colors—purple, red, green, 


blue, and black.” 


“How do you ‘use’ other carbon paper?” The possi- 
bilities intrigued me! 

“Suppose that I wanted to add some color to a 
purple announcement about the price changes. I'd 
tvpe the purple part on a regular Masterset, then in- 
sert a sheet of red Ditto carbon under the master. Per- 
haps I'd type the new prices in red to make them stand 
out, or simply underscore them with a ball pen and 
ruler. For more attention, I might insert a sheet of 
green carbon and sketch or trace a cartoon with my 
ball pen. The master would pick up red or green car- 
bon instead of the purple, see?” 

Sure; switch the carbons, get up to five different 
colors on the same master! Fine! 

We went back to his desk. “Homer,” I said, “could 
vou suggest 15 ‘hints’ for secretaries who have to get 
copies out in a hurry?” 

His answer is in the columns below. (And, next 
month, Ill tell you more of what Homer had to say.) 





beauty. (An extra color requires only the time it takes 


to switch carbons.) 


@ Write signature or drawings with a ball-point pen or a 
very hard lead pencil. Press firmly; write on a_ hard, 


smooth surface. 


® Use an up-to-date duplicator—easy to operate, no 
spoiled copies, quicker starts, fewer breakdowns that waste 


time. 


® Use a high grade of copy paper—be sure it is made for 
Direct Process use. Getting good copies depends to a large 


extent on using good paper. 


® Keep copy paper supplies in the machine cabinet, ready 
to go—it saves time chasing out to the storeroom during 
the rush. 


® Keep a reasonable amount of supplies on hand. (Don’t 
run out of paper during a rush job; waiting is rough on 


vour fingernails and on the boss’s temper! ) 


e File the master away—for a while, at least—just in case 


the boss wants a “few more copies, in a hurry!” 
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Just Teasers 


BY E. LILLIAN HUTCHINSON 








SPOT THE PREFIX 

Words a-j give you brief definitions of ten com- 
mon prefixes. Can you match each with the word 
(column 2) containing the corresponding prefix? 


a. before 1. subway 

b. against 2. contradict 

c. around 3. postscript 

d. between, among 4. inconvenient 
e. one 5. antedate 

f. beyond 6. interstate 

g. under 7. outweigh 

h. above 8. superabundant 
i. after 9. monogram 

j. not 1U. circumference 





DOUBLE OR NOT? 


When the endings indicated are added to the 
following words, what happens to the final con- 
sonant? Can you quote the spelling rule that 


governs each case? 


:. stop+ing 


2. occur+ence 
3. cancel+ed 
4. credit+-or 
5. bag+age 


6. pertorm-+ance 
7. drug+ist 
8. brief+est 
9. control+-able 
10. install+ment 


CHOOSE THE RIGHT WORD 


Following each of these sentences is a group of 
words in parentheses. Choose the one that is 
nearest in meaning to the italicized word in 
each sentence. 


1. The chiet cle rk constantly disparages the book- 


keeper's work. ( undervalues, discredits, distrusts 


2. The umpire’s decision brought boos from. the 
spectators. (audience, lookers-on ) 

9 Tr . ° : . 

3. The examiner discovered a serious discrepancy 


in the records, (disagreement, mistake, blunder) 
4. Everyone acknowledges Doctor Cannon's prestige 
in this field. (renown, knowledge, attainments) 
5. Our principal gave the commencement address 


at State Teachers College. (speech, oration, talk) 





TIME ON YOUR HANDS 


In the blanks of the following sentences, fill in 
some time, sometime, or sometimes, whichever 
is correct. 


1. I have not been to the movies for................ 

2. The furniture should come.................0.0. tomorrow. 

3. The bus passed the cornet.................:000+ ago. 
debe BE trad the sun shines during a shower. 

5. Mr. Dennison will give........................ to the prob- 
lem tomorrow. 

6. He expects to reach a decision...................00. late 
tomorrow afternoon. 

7. Miss Barnes, please find.....................0+ today to 
check this list. 

ee OS ore this afternoon. 

9. An inexpensive purchase is.................:0c00 false 


economy. 


10. I have been waiting for 





A POSSESSIVE TEASER 

Some of the following sentences contain mistakes 
in the use of the possessive. How many can you 
spot? 


1. There will be a meeting of the Girls’ Club Mon- 
day evening. 

2. His mother’s-in-law visit has been postponed. 

3. Helen and Mary’s father was elected mayor. 

4. I should like to know who’s fault it was. 

5. The position is yours if you wish it. 

6. There was no lack of sale’s effort last year. 

7. May I count on you doing the work today? 

8. The children’s playground is to be enlarged. 

9. Please put this file in it’s place. 

10. I bought several dollars worth of stamps for the 
official. 


Key to teasers on page 50 
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Your Desk— 


HANDBOOK SECTION 


F AN OFFICE-PLANS EXPERT were commis- 
| sioned to survey your office, how would he rate 
your desk? A stocking-snagging relig with a tvpewriter- 
lift that strains your back and shears your fingernails? 
Or a sleek workcenter where you can keep all the 
tools of your job at arm’s reach? 

Some desks spell aggravation and others, efficiency 
—for a reason. Topay’s SECRETARY surveyed desk man- 
ufacturers to bring you some of the answers on the 
following pages. The first point to consider in rating 
your desk and the way you work at it is this: Score it 
like any other piece of important equipment. It is 
important. Here, you earn your living. Here, you spend 
seven or eight of the “top energy” hours of the day. 
That, automatically, puts it ahead of any single piece 
of furniture in your home. It even puts it ahead of 
your car—if you own or drive one. 

To neglect it. to be casual or off-handed about it, 
means that you may be undercutting all the things that 
come from your job—your clothes, your home, and 
vour leisure. 

To help you take that first step toward making your 
desk a wonderfully efficient workcenter, we offer a 
vardstick for judging it against some of the common 
complaints secretaries report, together with the reme- 
dies for a few of the pet peeves voiced. 


“The top of my desk just isn’t large enough to hold all the 
equipment I use constantly—reference books, for instance.” 

How about using one of the compact telephone 
stands with closed or open shelves, placed at one side 
or behind your desk? Or you might consider a wall- 
shelf above the desk or mounted on one of the new 
partitions (see next page ). 


“The desk I inherited is scarred with cigarette burns and 
rings left by coffee containers and wet flower vases.” 

If you work for yourself or, for some other reason, 
have a financial interest in the office equipment, you 
may be inspired to sandpaper your desk down to the 
original finish and then rewax it yourself. Otherwise, 
ask the office manager to O.K. a refinishing job by a 
professional, with a glass cover to protect the desk 
in the future. 
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Pet Peeve 





BY MARTHE GROSS 


“The stationery bins in my desk are a nuisance. When I put 
letterhead paper in, it slides so far down that I can't fish it out.” 

Try padding the bottoms with crumpled paper, or 
insert a piece of cardboard (memo-pad backing) with 
your letter opener. 

“I have plenty of drawer space: but, as soon as I open the 
drawer, everything spills to the end in a jumble.” 

Shop around the stationery or supply stores for a 
good desk-drawer “organizer.” 


“My desk isn’t high enough; I'm always bumping my knees.” 

Slightly elevating the desk may do the trick; but 
better have a professional do it, so as not to throw 
the desk out of line for proper typing position. 


“The money I waste on perfectly good nylons-gone-wrong! 
I'm always snagging them.” 

Taping is one answer. But don’t make an unsightly 
job of it. Cover desk edges with tape that either 
matches or is colorless. If the rough spot is not in 
a conspicuous place, smooth it down with fine sand- 
paper. 


“Lifting the typewriter almost breaks my back, it’s such a 
stubborn old thing! And the release gadget is placed so that 
it almost mangles my fingers.” 

This is a problem for your boss—pronto! When any 
item of office equipment is a threat to an employee's 
well-being, the boss alone should take charge of cor- 
recting it. 

“The telephone and dictating-machine wires are always get- 
ting snarled. Not only that—the office boy trips over them 
three times a day.” 

Some of the newer-model desks provide their own 
outlets (see next page). Or your desk can be positioned 
so that it “sits over” the wiring, with a hole bored in- 
conspicuously at one end for egress. 

“The center drawer is my pet peeve. Even when it’s open, 
it seems to lock the drawers at the side.” 

Another job for the professional. Call the office out- 
fitter that supplied the desk in the first place; their 
service man can probably do wonders for it with a 
simple adjustment. 


to 
Wt 








New Sivies in Desks 


The new models range from conservative to 


ultra-modern, but all have one thing in common 


they are wonderfully efficient to work with 





Another variation of the L-plan, 
in wood (by Herman Miller). of- 
fers desk drawers. including a 
file drawer either on the left side 
of the main desk, as shown, or on 
the right. Metal filing bin slides 
out from the end. An _ elevated 
tray replaces “in” and “out” 
baskets. Clark & Gibby stocks 
these units in various wood 
grains, with a choice of hard- 
plastic-veneer tops in matching or 
complimentary colors. 
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e The trend in desks for 1954 seems to be more and 
more towards the integrated workcenter based on the 
letter L. To achieve this arrangement, designers take 
a modern desk and then place at right angles to it an 
auxiliary desk or work table. Inside the ninety-degree 
angle sits the secretary, able to reach a wide range 


of equipment just by swiveling the chair. e Not 


worktable 


form the ninety-degree L-shaped 


Desk and=auviliary 


unit now gaining in popularity. 
Globe-Wernicke, manufacturer of 
the combination shown _ here, 
points out that such a workeenter 
is like a compact and efhicient 
kitchenette that permits maximum 


storage of supplies at arm's reach. 
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all innovations can be claimed by the L-plan design- 
ers. however. Desks in conventional single-unit de- 
sion have new, sleek lines and unique features that 
also mean good looks and “everything at your finger 
tips.” e Desk manufacturers point with pride to such 
improvements as concealed wiring-outlets, tvpewrite1 


lifts with “floating action,” built-in wastebaskets, 


and drawers that are fitted for almost every type ot 
use. @e Materials themselves are also news this vear. 
Steel in soft colors continues to be a favorite. Plas 
tics, linoleum tops, steel tubing for legs, and wood 
veneers in decorators’ colors are coming into their 


own. too. The secretary who gets one of these 


new desks in 54 can work with pleasure and pride! 





\ writing-table desk. with drawer-arrangement completely 
removed from the main unit and incorporated into “module” 
cabinets against the wall. is the new office plan of Rockwell 
Barnes of Chicago. Here. steel is combined with sleek lino- 
leum tops. easy to care for and highly praised for cutting 
down light glare. 


Typical of the newer styles is 


Clean lines and wood texture are emphasized in this layout 
by Herman Miller. Clark & Gibby (New York, distributors) 
point out the metal filing bin on roller bearings (extreme 
right) and the “out of sight” wastebasket at unit’s corner. 
Closed section of the cabinet (far left) can be adapted to 
any individual need. Comes with or without shelves. 





this All-Steel desk sold by 
Itkin Brothers (New York). 
which provides its own waste- 
basket. The double pedestal 
“elevator” type desk is. still 
the most popular model sold 
for secretarial use, but im- 
provements continue to be 
made constantly in such fea- 
tures as the typewriter lift. 
Which happily becomes easier 


to Operate every year. 
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Accessories 


for efficieney 


One of the best ways to work easily and smoothly is to have the right 
tools at the right time. There’s another reason for taking a look at the 
accessories on vour desk, too. They can do a lot to bring “personality” 


into your work life. Smart accessories will stamp you as a secretary with 
smartness and good taste. To start you thinking about ways in which you 
can personalize and brighten your desk, Topay’s SECRETARY suggests these 


smart new aids to efficiency: 


I. If you're fighting the glare from an old- 
fashioned “undiffused” lamp, consider Light- 
olier’s unique pin-up lamp, which gives you 
not only soft light, but saves valuable space 
on the desk top itself. At the touch of the 
pulley, it moves up or down to just the right 
level for good work, and there is a counter- 
weight to keep it perfectly balanced. 


2. Pencils that hide down in the space be- 
tween the typewriter and the desk can waste 
endless minutes for you when you're in a 
hurry to write down a telephone message. 
FM Products, Dept. 105, Fonda, lowa, 
makes a colorful enameled metal memo-pad 
holder with a magnetized pencil that auto- 
matically clings to the cover. The pad itself 
carries a good supply of paper and is about 
5 by 3 inches in size. Refills are stocked, 
too, at 15 cents each, If you re color-con- 
scious, ask for the holder in green, red, or 
brown. 


3B. When you are rushing to get those letters 
stamped for the afternoon mail, youll ap- 
preciate a stamp holder that works with one 
movement of your thumb and keeps your 
stamps fresh and clean. The Mecca Stamp 
Holder is an inexpensive plastic device that 
holds a full roll of stamps (rolls of 500 
are available at any post office). Loading is 
easy, and the clear plastic is dentproof, 
even against bouncing around in your desk. 


4. Another outstanding lamp with clean 
lines and a bold, functional look is the 
Catalina, made by the Industrial Lainp Cor- 
poration, of Elkhart, Indiana. Using a Cir- 
cline fluorescent tube, it swivels at the base 
so that it can be adjusted for use in any 
area of a modern L-plan desk. Colors are 
brown or gray, with brass trim—especially 
effective if you have one of the smooth new 
steel desks. 


2. The manufacturer calls it “Des-Caddy” 
—it’s a good name, too, for a compact kit 
that dispenses three and more things that 
you need constantly on the job. In this plas- 
tic holder, you'll find a surprising supply of 
notepaper, cellophane tape, and paper clips. 
There's also a perpetual calendar, a place 
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for pencils, and (concealed behind it) a 
catch-all drawer for rubber bands, stamps, 
or even the tokens you may now be using 
going home. Chatham Manufacturing Com- 
pany, of New York, makes Des-Caddies in 
ivory and red or ivory and yellow, to take 
up just 6 by 4 inches on vour desk. 


G. A stationery tray with hinged dividers 
and with its own built-in petty-cash box is 
news. This unique accessory, measuring 10 
by 21 inches. allows you to swing up the 
compartment dividers so that you can reach 
the paper without ruining your manicure or 
your temper. Envelopes go in front, and 
directly behind them is the petty-cash box 
with lock and key. The Jayem Sales Corpo- 
ration, of 31 Coffee Street, Brooklyn, is 
offering this tray in green or gray. 


7. That dictionary that seems to be the 
favorite of the office can be protected with 
a smart new translucent jacket made of 
Bakelite polyethylene and paper, for long- 
wearing protection against scuffing and ink- 
stains. Two sheets of paper sturdy enough 
to take rough handling form the front and 
back covers, laminated to polyethylene film 
that allows the title on the “spine” of the 
book to be read clearly through the panel. 
To make your ownership official, space is 
provided for your name and department. 
This Title-View Textbook Cover is manu 
factured by Bro-Dart Industries, Newark, 
New Jersey. 


8%. Designed to make you efficient in the 
matter of dates, is the Schedule-A-Date desk 
calendar. The particular blessing of this 
calendar is its future-date feature. The left 
page for each day has a listing of future 
dates, grouped by days, weeks, and months 
from the present date. Suppose you must 
schedule a date twelve days ahead. You 
merely look down the list for twelve days 
from today, and there is the exact date you 
want. The right page is free for all your 
notes. Calendars can be bought with stands, 
or calendar pads can be ordered to fit your 
present stand—from Schedule-A-Date Cal- 
endar Company, Dept. 1010, 310 East State 
Street. Ithaca 83, New York. 











The Mind-Reading 
Typewriter 












BY SARAH ALLEN 










































HINT AM 


ya 
mps, 
sing 
‘om- 
s in 
take 





_—_ ALICIA wets ~~ _ Za Jf -—h 


ders o- > a fr 
x is + €.,. — ¥ 2PG~ oS wav ae sites oe 
g 10 _— : 3 


the P -? ade “(C,. i 
th a ° oie a” ee 
+. rae ae ZA 

oe , 2 

i Pa ; ve J Co. zomee Ow 2, 


the Yj Yj y ~ Zz. a ” 
with 4 J 4 G Ll 

e of ’ 
long- 
ink- 
pugh 
and 
film 
| the 
anel. 
‘e is 
nent. 
\anu- 
vark, 








1 the 
desk 

this 
> left 


aan S > CL eC —_~ 
ynths ; ’ 

must - 

You ” Gu > Jf I” 
days 


> you 
your 


ands, 
your illustrated by JOUN PETERSON o qe 4 Co 


Cal- 
State 








TODAY'S SECRETARY © October, 1953 








PAA ae ~ a> Cy ee 


YY oOo OC co s ot Qo 


ba ro. o ¥ on 


, 
C4 és a 4 CO ee o 


2 
a 


a 
rr 
a 


ee We — CX tat ae 


pe ‘gl 4. Sa 
len ee a By 

a a ee 
he 


"te 
Cy ft. 
as 


ai Aaj =~ Ae Kr 


veryone else was working 


oe oe Fe 2 
5 EE Pa 
—w f— 
Af ee 


7-_—_—— 
Y” Hs Ze 
+ 
J bo & “a é, 
aa rs ° 


oo 

7? : 
Ps Alicia forced herself back to her 
desk. 4 OC — 


tate on, 


ne e, an pt oe ag 
* har! 


Swe G ae Cm FF 


30 














. {/? , 
eo -— £ 5 It was no surprise to 


Alicia, C6 on™ JZ eae £ my 
oS el [ey 
ga” estes Coe Ay, 
Pa ally oD PD 
rrs 


ee 
~? ye o_ , > are 


r * {o..% 
om” 


e- oT 


x —7 7 ade oe af - 

fj. Az ni wa———_ <e £“ a 

pag” ee nn em li. LO % ; 
: é fa 


oe fee 1 Cyl” on pF 
"eae ae ys, Q <a far 
ji oe ag Se aw 

OO ge he FS "tar 
a PA ey” ae gee .* 


7? 


i 6 Orato Bun 
-e, °C 04 4s oO 
Pen, a, SFO 
—-e¢v90f C74 ~- “a 

9S |G & 
(Oe ree LY 
Pet ae eee Se 
ee nia Pr" hag hh 
i as 


—_<—- 


Ma 


‘\ ee 








(Continued on page 51) 


\ 


\ 


vb 


v , 


\ 


\ 





» 51) 
































ID YOU KNOW that beautiful 

certificates and pins mav be 
earned for your ability to write 
60, 80, and 100 words a minute 
in shorthand? And. if vou aspire 
to reporting skills. there are cer- 
tificates and pins for the higher 
speeds, too—120. 140. 160. 175— 
with a beautiful diamond medal for 
200 words to climax your accom- 
plishment. 

“How do I get them?” “What do 
| do?” Relax, and I will tell you. 

Even if you are just a beginner, 
vou will very soon be writing 50, 
60, 70 words a minute. If you study 
diligently, speed can be acquired 
quickly. You simply have to strive 
for fluency in writing correct forms 
for easy reading) and keep prac- 
ticing! 

If you are a beginner and don't 
believe that you can write short- 
hand at 60 words a minute, try this: 

Turn to our Flash Reading plate. 
This month it is entitled “Meet My 
Mamie” (vou'll find it on page 43 
and it is about our First Lady, Mrs. 
Dwight D. Eisenhower. As you 
read through this material, you will 
find that there is a numeral after 
each group of twenty words. Prac- 
tice the first 60 words of this story 

this would be three groups of 
twenty—or up to Numeral 3) until 
you can write the copy fluently and 
reasonably accurately in one min- 
ute. Then practice the next group 
of 60 words (which would be 
groups 4. 5, and 6) tor the same 
amount of time. 





BY FLORENCE ELAINE ULRICH, Director Gregg 


As soon as vou are writing 60 
words a minute on each group. put 
both segments together and take a 
two-minute test at 60 words a min- 
ute! As soon as vou are writing 120 
words (or up to Numeral 6) in two 
minutes. practice until vou can 
write 180 words (or up to Numeral 
9) in three minutes. 

When vou have built up a speed 
of 60 or more words a minute for 
five minutes on practiced dictation, 
vou will know that yvour hand is 
capable of writing at that speed. 
Continue vour practice on new ma- 
terial until vou are writing 60 
words a minute normally. 

To use Flash Readings for prac- 
ticing at 80 words a minute. dictate 
every four groups of twenty in a 
minute (or up to Numerals 4. 8, 
ete. ). For 100 words a minute. dic- 
tate every five groups of twenty in 
a minute. Easy, isn't it? 


THe orriciaL GREGG 
which vour beautiful 
and pins may be earned, begin at 
60 words. You are required to have 
95 per cent accuracy on the 300 
words—not more than fifteen errors. 


PESTS on 


certificates 


As soon as vou have earned the 60- 
word award. try for an 80-word 
speed. 

Since 100 words is the require- 
ment for graduation in some high 
schools, strive for better than 95 
per cent accuracy. Take the test as 
often as you can. even after you 
have earned the certificate, with a 
view to improving your speed and 
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Awards 


vour shorthand transcription. skill. 
If you are a stenographer or sec- 
retary desiring to earn the official 
awards at higher reporting speeds, 
vou can probably arrange with a 
local business school or a business 
teacher in the nearest high school 
to give vou the test. I suggest con- 
tacting a teacher because the mag- 
azine that contains the official 
Gregg tests is sent only to teachers. 
Your aim should be to develop a 
shorthand speed of at least 140 
words and a tvping speed ot 60 to 
80 words. Keep in mind that the 
more important your position, the 
greater the work load vou must car- 
rv and, most probably, the more 
skillful vour dictator will be. 


THE SHORTHAND SPEED CERTIFICATES 
fit into an Achievement Record Al 
bum that IS available ata nominal 
price. The certificate fee is only ten 
cents. and covers both examination 
of the paper and issuing of the cer- 
tificate if earned. 

The long-wearing, gold short- 
hand speed pins with safety catch 
are fifty cents each. These pins may 
be worn only by shorthand writers 
who have passed the official Gregg 
speed tests. Every certificate and 
pin that you earn will take you one 
step nearer your goal of proficiency. 
So practice well and conscientious- 
ly each day. Before many weeks, 
you will probably have earned one 
or more of the awards that proclaim 
you a better than average short- 
hand writer. 


3] 








Pointers for Practicing 
the OG A Tests 


ETS CONCENTRATE first on 
[| the downward curves f, v, p, D 
and the joining of these curves to 
other strokes. The downward curves 
for f and t have the greater curva- 
ture at the beginning because that 
is natural to the hand. Take these 
strokes in longhand. 


“)) p> 
WA a ra iA ee 


Bl and br are written with one 
sweep of the pen. Do not pause at 
the downstroke. Likewise fl and fr 
are written with one smooth con- 
tinuous flow of movement even 
though the course of the stroke is 
changed. 


A Cle 
Z2ece 


/ 


YOU WILL FIND IT HELPFUL to use 


the Gregg Shorthand Corrective 
Slide freely while practicing. Cor- 
rect any defects that show up 


through the transparent slide when 
you put the perfect outline (written 
in red on the slide) over the one 
you made. Watch for correct curva- 
ture, slant, and proportion. And 
above all, write fluently! 

When you have written a satis- 
factory specimen of the Junior 
OGA Test, send your paper to the 
examiners for review. If your notes 
qualify, you will receive your Junior 
OGA Certificate and/or lovely 
rose-gold| Writing Progress Pin. 
(The certificate fee is ten cents. 
The pin is fifty cents.) You can earn 
them this month, if you will try. I'll 
be looking for your entry! 


—Florence E. Ulrich 
$2 





MATERIAL 


FOR 





OGA TESTS 





All clubs of test papers should be accompanied by a typewritten list of names to expedite checking 
and assure accuracy in*making out certificates. October copy is good as membership tests for OAT, 
Gi nad OGA awards until receipt of the November. 1953 ssue. See typing tests, pages 46 and 48 
: . = : 
Junior OGA Test 
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INSTRUCTIONS: Copy the tests here 
in your best style of shorthand, trying 
to make your notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns, on your regular note- 
book paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep your writing 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 
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that they have developed a good practical 
style of penmanship that will assure ae- 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member- 
ship in the Order of Gregg Artists (OGA). 

Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as to 
proper curve, slant, and joining; and 
(3) the correctness of proportions main- 
tained throughout the specimen sub- 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing papers, 
which gives detailed criticism of the 
faults of style noted by the examiner. 
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A lovely sheer wool dress by Tailored Junior, 
with the subtle good styling that makes it out- 
standing for every occasion. Smart for the office, 
sophisticated for dates, it will be one of your fa- 
vorite outfits. Rows of slim tucking dramatize the 
front of the dress, and a tiny, white faille collar 


sets off the velvet-banded neckline. In navy 





and black only. Sizes 7 to 15. About $22.95 
at Best & Co.. New York: Winkleman Broth- 
ers, Detroit; and the Bon Marche. Seattle. 
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How efficient can vou look? Try this 
quaker-collared, button-trimmed dress, and 
you ll be spotted as the ablest (and 
prettiest) secretary on the floor. A 
Jonathan Logan dress. it is made of crease- 
resistant rayon-acetate flannel to keep 

you from roasting when the office radiators 
sizzle too heartily. In gray, brown, or 

blue. Sizes 7 to 15. About $15 at Best 

& Co., New York; Carson Pirie Scott & Co., 
Chicago; J.J. Haggarty Stores, Los Angeles. 


“Pretend Mates” is what Nelly De Grab 
calls her versatile separates that team up 
su perfectly. This anti-chill twosome of 
gray wool jersey is prettily snowflecked in 
white. The top boasts fluffy angora 

trim; the contour slim skirt has deep hip 
pockets and a full inverted pleat for 
walking ease. Sizes 10 to 16. Skirt and 
blouse each about $12.95. At Worth of 
Boston: John Wanamaker, Philadelphia; 
and Famous-Barr Co., St. Louis. 
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Some offices have the heat turned on full blast 
these fall days; others—on the theory that it 
will surely warm up by noon—leave you to 
shiver and shake all morning. To help vou sur- 
vive either condition in the healthiest. happi- 
est. and prettiest Wal possible, we suggest this 


group of light and heavyweight fall fashions. 











Try White Stag’s watchcoat for chilly 


morning. It’s cut straight with 


with its wide lapels worn open. In red. 
navy. or camel wool suede. with satin 


lining. Sizes 10 to 18: $25. At Gimbel’s, 


Philadelphia: Bullock's. Los Angeles. 


FOR FALL 


e “overblouse” look Is done by Marie Phillips in a 
smartly tailored two-piece dress with scooped-out neck 
ind contrasting bib. The striped fabric is washable 
Lisbon. Milliken’s blend of acrilan and rayon. In 

le. gray, brown; sizes 7 to 15. About $18 at Emily 
shops, New York: The Highee Co.. Cleveland: Meier 
a Frank. Portland: and The Nay Rie | Os Angeles. 





king-sized buttons. and looks equally well 


























A lady-like suit in a lightweight fabric is stvled by 
Mike Pomerantz for the miss who's 5’5” or under. Its 
tinv collar is outlined with velvet. and the jacket 

has a double-flange peplum. The flannel suiting is 
Duvenel. a rayon-acetate blend by Pacific Mills that 
resists spots and wrinkles. In gray. brown. blue; sizes 
10 to 18. About $35 at Schleisner Co.. Baltimore: 


L. S. Donaldson, Minneapolis; Sanger Bros., Dallas. 
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Use this simple formula 
to determine the proper 
length for your eye- 
brows. Place a_ pencil 
against your face. with 
one end at the side of 
the base of your nose 
and the other end at the 
outer corner of your eye. 
To balance your fea- 
tures, the tip of your 
eyebrow should extend 
just to the line formed 
by the pencil. 












TODAY'S SECK 


DON'T 


g THE GLIMPSE of yourself you catch in the ele- 
vator mirror as you straighten your hat doesn't 
seem to have the sparkle and magnetic qualities that’ 
instantly make a face stand out as “interesting’—and 
its owner as nice to know—perhaps a bit of eyebrow 
beautifving will turn the trick. Aside from a smart 
hairdo, nothing affects a girl’s appearance so much as 
pretty eves. And pretty eyes are often a matter of well- 
tended eyebrows. Eyebrows that are poorly shaped, 
too thin, or so pale that they fade into the skin color- 
ing can make even a pretty face seem blank and ex- 
pressionless. But brows that are well cared for can 
do much to intensify the hidden | cauty of your eyes 
and all your other features. 

The shape of your eyebrows, for instance, is very 
important in creating a pretty frame for your eyes. 
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Forget Your Eyebrows 


BY HELEN WHITCOMB 


Too short, and your features look pinched; too long, 
and your eyes are overpowered. The beauty experts 
at the Revlon Salon have devised a formula for help- 
ing determine the best length for eyebrows. It's so 
simple that you can try it yourself. Just hold a pencil 
against your face, placing one end at the side of the 
base of vour nose and the other end at the outer cor- 
ner of vour eve. Use a pencil long enough to reach 
up to vour temple. Now. does the tip of vour eyebrow 
extend to the line formed by the pencil? If so, your 
evebrows are the proper length to best balance your 
features. If not, you can do a bit of plucking to shorten 
them or careful evebrow penciling to extend the brow 
to the proper point. 

Generally, the Revlon experts inform us, the inner 
tip of the brow should start just above the inner 
corner of the eve and should be softly rounded; points 
or sharp corners here tend to emphasize the nose and 
create an unfeminine appearance. The eyebrows 
should point toward the center of the opposite eye, 
never toward the nose. If your face is round, youll 
find that vou can help counteract the roundness by 
pointing the outer tips of the brows directly out to- 
ward the hairline. For a long or oval face, the tips 
should point down and out so that the curve will 
flatter and soften the lines of the face. 


Do youR BROows present a smooth, sharply outlined 
arch of color? Most girls find that a little tweezing 
is necessary to keep this clean, tapered look. Pluck 
the stragglers that crowd in beneath the arch and, 
if necessary, those at the bridge of the nose. Don’t 
become so enthusiastic that you trim your brows into 
a thin, old-fashioned, scrawny line. Today’s beauty 
fashions call for full, natural evebrows. It is also un- 
Wise to tweeze above the arch or to alter the arch 
to any great extent. In the case of eyebrows, Ma 
Nature knows best what will flatter our faces, and at- 
tempts to alter her pattern drastically usually show 
themselves up as artificial and unbecoming. 

To keep eyebrows smoothly curved and tapered, 
tweezing should be done about once every week or 





ten days. Tweezing can be a quick, painless beauty 
treatment if you first apply a bit of face cream to 
the brows and allow it to soak in for a few minutes. 
Then hold the skin taut with one hand and, with the 
other, use the tweezers to grasp the stray hair as near 
to the base as possible. A quick pull in the direction 
the hair is growing, and out it comes. 

You'll find that your eyebrow pruning will be held 
to a minimum and your brows will look their best 
if you train them to grow the way all good little eve- 
brows should. Every time you brush your hair, give 
your brows a few strokes for good measure. Brush 
them first in the opposite direction from that in which 
they are growing; then smooth the hairs into place. 
Not only will the brushing encourage fuller growth, 
but it will help train those wayward hairs to stay in 
line. 


ALL OF Us weren't born with dark, dramatic eyebrows; 
but, thanks to a bit of eyebrow pencil, even the blond- 
est can arch a brow and be sure it’s noticed. (Or does 
anything blondes do ever pass unnoticed?) You'll want 
to select a pencil shade to correspond to the color 
of your brows. If your hair is light, youll find that 
brown will give a softer effect than black pencil. 
Lightly feather-stroke the hairs of your brows, being 
careful not to touch the pencil to the skin. Only if 
the brows are extremely sparse, or fail to extend 
the ideal length, is it a good idea to apply pencil 
to the skin. If this is necessary, use very short, light 
feather-strokes to give the appearance of real brows; 
and then soften the effect by gently rubbing the 
sketched-in area with your finger tip. Just a word 
of caution, however—brows that are extended beyond 
the proper point at the sides give themselves away 
as artificial. Those who see a profile view can easily 
spot extensions that trail off beyond bounds. To as- 
sure a natural effect, finish by blotting with facial 
tissue to remove excess color. 

Take good care of your eyebrows. Interesting brows 
will make plain eyes pretty, and pretty eyes doubly 
exotic. 
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DRESSMAKING Made Easy ‘ 


Make Your Own Smart Clothes 


with the AvD- “U-STA-B-L-e 





DRESS FORM 


* DUPLICATES YOUR EXACT FIGURE. 

Perfect fitting dresses easily. quickly, 

n economically reproduced Makes 
DRESSMAKING a pleas 
ure and a profitable pas 
time 


* INDISPENSABLE FOR 
HOME DRESSMAKING 


\ I ir T ittim i be the se wind M ching tor 
‘ ur fitting 


¢ ADJUSTABLE. The NECK, SHOULDERS, BUST, 
WAISI und HIPS are each independently adjust 
‘ t it will exactly 


t 


th reproduce any size, style 


* EASY PAYMENT TERMS. Remit $3 ind we will 
send oO our guaranteed S15 ACME DRESS 


FORM. Pay the balance of $12 at the rate of $2 
nth 


¢ TEN DAYS’ TRIAL. If unsatisfactory, return form. 


We will gladly refund vour money 


ESTABLISHED OVER 40 YEARS 
ACME DRESS FORM CO. 
Dept. TS-1 
380 Throop Ave. Brooklyn 21, N. Y. 


* WRITE FOR ILLUSTRATED BOOKLET * 











. 
ecupid’s arrow isn't really piercing this 
t = only ¢ ef Blue Sky Eagle's wavy of 

ih v . itest dart earrings more intr ing is 


screw-on backs. A real beaux- 


Sterling Silver $2 + 18kt Gold plate $2 + Copper $1 
n No COD S 
OLD PUEBLO TRADERS °°%,2035, Sct. 11s 














100 SPOOLS 


SEWING 
THREAD 


90 Different Colors, plus black and white. Amaz- 
ing bargain! 100 spools of thread, every color you 
can think of—only $1. That’s only a penny a 
spool! Perfect for mending, darning, sewing, 
patching. All colors. (16 shades of blue alone!) 
Easy to match any color fabric. Fine quality, No. 
50, mercerized thread. Rush $1 with name and 
address. Money-Back Guarantee. Only 3 orders to 
a customer. sarclay Grant & Co., Dept. M-31-A, 
151 East 81st Street, New York 28, New York. 











PUT YOUR SECRETARIAL TRAINING TO WORK... 


Thousands of jobs open for trained secretaries, many 
with high poy and opportunity for advancement. 
New manual tells how to get the right job—how to 
get ahead—how to get along with boss—and much 
more. Factual information that will be a big help 
to you. Invest $1—you'll be glad you did! Or write 
for full facts. 


STERLING, 


Dept. $-2, Great Neck, N. Y. 
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Good Hooking—Good looking. For the 
girl who likes 


suggest these 


different. we 
smart door-latcn pins. All 


something 


dressed up in gay gold plate. thev re 
sure conversation — starters Let them 
“latch” the rront of vour new “bow 


blouse and liven up all your tailored out- 





fits. You'll find dozens of ways to wear 
them, either pa‘r. The 
large size is three inches: the small siz 
two inches You can order these attrac- 
tive pins trom The Leeway Company, 
Room 1807, 505 Fitth Avenue, New York. 
The price is $2.50 each or $4.50 tor the 
pair, tax and postage included. 


singly or as a 


Triple Treat. Everyone loves a beauty 
bargain, and Richard Hudnuteis offering 
“Triple Treat.” a lipstick wardrobe ot 
three special-sized lipsticks for only $1.25. 
The _ three which 
chosen to accent or harmonize 


shades, have been 
with the 
whole range of tashion colors, are Truly 
Pink, Radiant Red 
and American Beauty 


with a hint of blue. ) 


(clear, vibrant red 


( de ep, rie h rose 


Nifty for Knitters. Fitting carrier tor 
the Christmas sweaters and argyles that 
youll be knitting at lunch hour is this 
attractive leather knitting box. It is made 
of alligator-grain split cowhide detailed 
like fine luggage with husky saddle stitch- 





ing, solid brass fittings, and waterproof 
lining. In black, red, green. and brown; 
ten inches high. Price is $3.35, postpaid. 
Order from Pasco, Box 114, Dept. T10, 
Tenafly, New Jersey. Specify color. 
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Big Rain. A boost to vour personal 
grooming budget is the new large, econo- 
mv size OI White Rain Lotion 
Shampoo. just introduced. it contains 16 
ounces and is priced at $1.75. A big 
| | rn . } 1.1 
bargain that will keep vour hair sparkly 
clean for many months to com 


fonis 


Catcher. ° 
sweeps ta 


Personalized Crumb his 
dainty ivory plastic pair bl 


cs 


clear with an elegant air and makes an 
ideal gift that won't put too big a dent 
Nliniature 


you W ish as 


in your budget! Only $1.50. 


dustpan features any nam 





e 


\\ hisk 


nvlon 


part of 


broom 


its hand-painted trim. 

measures Six 
bristles. It can be 
from Kathy Isa Original Gifts, Box 201 
T, Montclair, New Jersey 


11i¢ he D> has 


ordered, postpaid, 


Bright Idea. A clever little gadget that 
will shed light on many a dark problem is 
Purse-Lite, a tiny flashlight to carry with 
handbag. When 
searching for the kevhole, trying to read 
a road map or a theater program, Purse- 


you in your you re 





Lite can come to your rescue. A smart 
fashion accessory, in a_ black, red, oF 
ivory plastic case with gold metal trim, 
it measures but two inches square. Price 
is only $1, postpaid. Write Betty Cam- 
eron, 203 Lexington Avenue, New York 
16. Purse-Lite can be clipped to the mit- 
ror pocket of your handbag so that you 
can easily locate it in the dark. 
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SHOPPING 





Woven Silver. Something out of the 
ordinary is this smart basket-weave ring 
ind earring comibe Bot! ring ind Cal 
rin s have a Classic do Ss 1 ror 3-D 

Vout know | \ can bye pur- 


chased for $3.95 each. or $7.50 for the 
ring and earring set. Price includes tax 
and postage Order trom Ruth Brawer, 
Box 4035, Dept. TS, Tucson, Arizona. 


Collar Cuties. Do the last vear’s out- 
fits vouve dug out of the closet need 
something to perk them up? The pre- 
scription: One ot these gav wool jersey 


Ollars set off with soft white mouton fi 


polmponmis, Phe collars, which come either 








plain or bordered with hand-sewn pearls, 
make a pretty 
Ideal for sweaters and 
too! lhe S2.98 tor the plain, 
$3.98 tor the pearl version, plus 25 cents 
for shipping and postage. Write 
Lee, Room 906, 545 Fifth Avenue, 
York City. 


chande about tor any 
| 
adress blouse Ss, 


price is 


Aimee 
New 


Stocking Saver Lotion. The makers of 
Holeproot Hosiery have done their bit to 
help you preserve vour stockings. They 
have introduced Holeproof Stocking Sav- 
er, a creamy lotion tormu- 
lated to skin, which too 
often causes pulls and serious hosiery 


leg and toot 
soften rough 
damage. The lotion, rich in lanolin and 
olive oil, is adapted from a preparation 
used regularly in hospitals to care for the 
skin of bedridden patients. For a lim- 
a free bottle 


purchase of 


ited time, you will reccive 


of Stocking Saver with th« 





three pairs of 51-15 


W he Nn sok 


hosiery departments, the 


Hol proot ny lon 
through 


lotion w ill be 


hosiery. separacels 


79 cents. 
Beauty Quickie. “Minute Make-Up” is 
He le na 


compact powder that does doubl 


the name. of Rubinstein’s new 
cuts 
as base and powder. This is the first 
compact powder to be te I nulated with 
lanolin: and it is non-drving and extra- 


nine in texture, so vou never have a heavy, 


overpowdered look. In pretty pink mir- 
ror-case, S125 
Rainv Dav Glamour. These smartly 


stvled, lightweieltt overshocs that look 


Ike i drum najorcette s boots will add a 
rav note to bad-weatlher costumes The 
new Marxiette “totes hi ippers of 
natural late rubber and feature sturdy 


Du Pont neoprene crepe soles in a pebbly 
that prevents skidding. The new 


whit and old 


surrace 


boots come in rea, navy, 





rate hing Oo! 


rold—with 
sels. Price is $2.98 for 
MI, L) at Stern Bri 
cle partment 
available 


contrasting tas 
ladies’ sizes (S, 
New York, and 
{ Also 
In childre ns sizes, in Case youre 
gift hunting. ) 


rt hve rs 


stores ever, Where. 


Linen Trousseau Club. If vou're the 


kind of girl who likes a Christmas club 
or savings plan that bolsters your will 
power, the Linen 


vou For as little as $3 


Trousseau Club is for 
a week, a girl 
matched, 
includes 


is on her wav to a beautifully 


monogrammed trousseau that 


Pepperell percale sheets, Callaway terry 


towels, North Star wool blankets. nnport 





~ i 
ed table 


can be arranged so that the 


Pavments 


linens, and lots more 


trousseau Is 
completed and delivered whenever need- 
ed. Write to Linen Club, 
Dept. T, Maison de Linge, 405 Green- 
wich Avenue, Greenwich, Conn., for il- 
lustrated descriptive booklet. Three trous- 
seau plans, at varying prices, ar 


| rousseau 


avail- 
able, and all can be adapted to individual 
needs. 
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lipstick protector 








Keep your lipstick off 
your veil, your napkin, 
your man! Keep it on 
you all day long by 

brushing clear, 
liquid Nu-lips over 
your favorite lipstick — 
even the creamiest kind! 
$1 plus tax 


If unavailable locally, send $1.20 


C ‘ 
to Renctr parfums Itd. 
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but every day smart 
secretaries like you are getting 
luscious top-quality nylons at 
substantial savings—both for 
themselves and for their friends. 
Interested? Write today for de- 
tails. No obligation, of course. 


eewecceconn= CLIP AND MAIL <<< ccecenens 











' 
Tel-A-Frend Hosiery Co. : 
' 
Wyncote, Pa ' 
Tell me about the TEL-A-FREND Nylon plan ; 
’ 
NAME : 
ADDRESS : 
: 
' 
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Simplicity 
4416 








1416—This jiffy dress is so perky that no one would guess it took so little time to make. 
There are a minimum of pieces because the sleeves are cut in one with the front and back 
yoke and the belt gathers the fullness to form a “waistline.” Sizes 11 to 15, 12 to 18: 35e. 


1404—Every secretary should have an easy-to-care-for wool jersey dress. Here’s a pattern 
that’s perfect for jersey, with its softly pleated skirt and fitted bodice. Dress it up with 
ribbon trim on the tiny collar. Sizes 12 to 20; 35¢. 


4395—Most suits are only for expert sewers, but here’s a simple “boxy” version that doesn’t 
require special genius. It's smart, too; with braid trim. Not shown are the clever hip tabs 


at bottom of side seams that button in back. Sizes 11 to 15, 12 to 18; 50¢. 


Simplicity patterns are available at most variety and department stores. 
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oW FAST CAN FOU READ SHORTHAND? YO 

\TERIAT Is COLNTED GCROLPS Of rWENTY -~TANDARD 


COPY FOR THE WRITING PRACTICH 


CAN PROBABLY SPEED THROLGH THIs PAG 


WHICH IS BASED ON FIRST FOLR CHAPTERS OF THI \ \l 


» THAT YOU CAN ESTIMATE YOUR READING SPEED OF Sk THE 


LGGESTED BY Miss LCLRICH ON PAGE l 
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Meet My Mamie 


BY ELSIE LEFFINGWELL 
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To make these letters, 
you type capital-X’s over 
capital-O’s. Use the 
underscore to fill in the 
space between the lines. 


SECOND OF A 


beh LP 


SERIES BY bebeberel 


Lea Peale 


HOWARD ROTHACKER 





EET. 
eh belek, 


Another Artyped Alphabet 


HE TROUBLE 
young friend of mine, “that | 
never have a whole alphabet at 


is.” sighed a 


hand when I do come across some 
piece of work that I'd like to dress 
up with artistic lettering. And it 
just takes forever if you have to 
stop and design an alphabet of your 





own on the spur of the moment!” 
She’s right. It does take a long 
time to design your own alphabet; 









that’s why you see one here. Save 
it for use the next time you have a 
super sales bulletin to be glamor- 
ized, a mailing of mimeographed 
postal cards to “prettify,” or an of- 


—s 


ROO OO OT 
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fice bulletin board or employees 
announcement to brighten. 

No one does artyping every da) 
it takes too long to use it for day-in 
day-out reports. And, anyhow, the 
real eye-catching charm of the let 
tering is its novelty. 

The alphabet shown above is i 
capitals. The whole alphabet 
small letters (as in Jessica) and 
numbers was shown when we i 
troduced this series last June. 

Suggestion: Copy enough of thi 
alphabet to get the feel and knack 
of it. It’s really fun if you're a fa! 
of artistic typing! 
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COMPETENT TYPIST TEST 





completely and add l for eac h add tional 35 strokes tvped. 7 


t 10 for each error before dividing y number of min 


oO get gross 


r 





Words 


Every detail of our journey through 
the wilderness is clear in my mind. At 


15 


Words 


doors and windows square holes, its 
floor a thing of the future, its whole 


311 


318 
that time the railroad ended at Grand 23 effect forlorn and desolate. It was 32% 
Rapids, and we covered the rest of the 31 late in the afternoon when we drove up 334 
distance by wagon, riding through a __ 38 to the opening that was its entrance, 341 
dense and often trackless forest. My 45 and I shall never forget the look my _ 349 
brother James met us with what was © 32 mother turned upon the place. Without 356 
called a lumber wagon. Every inch of 60 a word she crossed its threshold and, 364 
space in the wagon was filled with bed- 68 standing very still, looked slowly 371 
ding and provisions. As yet we had no 75 around her. Then something within her 379 
furniture; we were to make that for our- 83 seemed to give way, and she sank upon _ 386 
selves when we reached our cabin. 90 the ground. She could not realize, I 3% 
There was so little room for us to ride 98 think, that this was really the place 402 
that we children walked by turns, while 106 Father had prepared for us, that here 409 
James, from the beginning of the jour- 114 he expected us to live. When she 416 
ney to its end, seven days later, led 121 finally took it in, she buried her face 424 
our weary horses. 125 in her hands, and in that way she sat 432 

In that fashion we made our way to 132 for hours without moving or speaking. 439 
our new home. The last day, like the 140 Night began to fall. The woods be- 446 
first, we traveled only eight miles; but 18 came alive with night creatures, and 45 
we spent the night in a house I shall 155 the most harmless made the most noise. 462 
never forget. It was beautifully clean, 164 The owls began to hoot, and soon we 469 
and for our evening meal its mistress 171 heard the wildcat, whose cry is one of 477 
brought out loaves of bread that were 179 the most appalling sounds of the forest. 485 
the largest we had ever seen. She cut 187 Later, the wolves added their howls to 493 
great slices of this for us and spread 194 the uproar; but, though darkness came 500 
maple sugar on them, and it seemed 201 and we children whimpered around her, _ 508 
to us that never before had anything 209 our mother still sat in her strange state 516 
tasted so good. 212 of lethargy. 519 

The next morning we made the last 219 At last ‘my brother brought the 52 
stage of our journey, our hearts filled 227 horses close to the cabin and built fires 534 
with the joy of nearing our new home. 235 to protect them and us. While he was 541 
We all had an idea that we were going 242 picketing the horses and building his 59 
to a farm, and we expected some re- 249 fires, my mother came to herself. From 557 
semblance to the farms we had seen in 257 that moment she took up again the 56 
New England. Possibly my mother had 264 burden of her life, but her face never 572 
visions of red barns and deep meadows, 272 lost the deep lines those first hours of 580 
sunny skies and daisies. What we found 280 her pioneer life had cut upon it. 587 
awaiting us were the four walls and the _ 288 That night we slept on boughs spread 5% 
roof of a log house standing in a small 296 on the earth inside the cabin walls, and 602 
cleared strip of the wilderness, its 303 kept our watchfires burning. 608 

(If necessary, repeat from the beginning to-complete a ten-minute test.) 

Excerpts from The Story of a Pioneer, by Anna Howard Shaw (copyright, 1915), reprinted by special permission of the 


publishers, Harper and Brothers. 


46 TODAY'S SECRETARY @ October, 1953 


7, 


° 


\ 


qd 


. 


x“ -.- a © S 


\ 


a. 


cc .. oe 


& 





T FRANSCRIBING SPEED PRACTICE 























rds 


311 oa a i ae aa ae a 
. eee see pF Bee eel 273 
ul + rot us, Yo ® ip “Ho YL yp 2er 28h 
ww [> 7 oe Oe in. ae 36 Fae “~ Ges en 5 me 
Me 2 Ae” hg 8 OO et ee 299 
» OE a wv F796 et eR 5h S taee a e 307 
eae 6 —- 6 ae tue © Caton i 0 ywrwron 1 
r 


7 = 
“ Y— Bk gt Ot J 73 MO hon Be agg a gM, th 
Se Btw oO Ss S$ 4K rhe 14 /o mM 


we TT Le "coe C8 te a Be Ay - BT 
424 


il eee eg Li ah th — eT les a eer 355 
ae Fe 2 Coe oo Ln th (Ce VS yw TSK 4 36h 


446 


POOF ae er ee Pe a ee ee eee 
462 we cy > _yo Ye ae 133 tn. © oe oe’ es, 382 


ee eee 140 A ul! ff ah. oC S/<pl He 
95 JD in: Geille. « Cia tf FF Pe sin cl peak 
St he ee SE fee 6h 77 
. 2 ee Ss 169 yi Het ew sl 


O16 

ON ee ee ee 178 eyrv— ee 4 Y MPAs 31 
i, = J a Pg ~. S— 187 Pr - ae ae Cs TF 44d 
534 Y y 

541 §~ Ce € 2 Y? 2 _-* ea 196 re ay a a ae — o hg 


oa a it MO” dns Ts i aeage Gali, Ue Tap ae 


a  — Po ae hang a 222 aH wm € @/ & Ase 2 mov 4T5 
Gale = Of 2 i So -e_, 232 Ps ~~. at Y hpr ~~ 186 
nn ee ee 240 - i Ciera 495 
8 2 e ->y = , inn ut me Be jee oe Lf” py, 506 


the a Atom 255 Re Se et Ae ee 


TODAY’S SECRETARY e October, 1953 











MATERIAL 


FOR OAT TESTS 





Senior 


OAT Test 


(See instructions, column 2) 


® Newest idea in office space division. 


struction--no alterations of any kind to floor, 


lighting. 


e No con- 


walls. 


e Quick and easy to install--no tools-- 


anyone can do it--anywhere. 


e Flexible and ajustable units--can be enlarged and 


rearranged in minutes. 


e Nothing xtra 


to buy--a com- 


plete package. 


eSave space, 


money. Boost morale, 


efficiency. 


The new Jiffy-Built ACE PARTITION-ettes are the per- 





fect low-cost answer to all problems of office 


Givision! 


steel come in wide choice of colors 


finished, 


Visit 


High Streets to inspect PARTITION-ette 


These hansome panels and posts 


Space 


of wood or 


and 


lengths and heights. 


our conveniently located showroom at First and 


"packaged" 


private offices. 


Phone or wirte today to arrange for free 
trial installation on your own premises. 


J. L. CHARLES Company. 


Office Furniture of Distinction 


Junior OAT Test 


(Arrange the following copy in poem form—three stanzas. 


} 


{uthor’s name may be plac ed with the title, 


or at the end of the poem, as you prejer.) 


THE BOSSES’ BROOM He was 
always there when the clock marked 
nine, Attacking his work anew; And 
no matter the game or the show or 
the fight, He stuck till the job was 
through. Full often his desk showed 
the only lamp That shone through the 
office gloom. No papers were left 
’round his desk at night, So they 
called him the Bosses’ Broom. 

They said he was crazy to work so 
late, Those others, who every day 
Closed their desks at one minute to five 
—On the stroke of it hurried away. “A 


48 


body of paper, with blood of ink,” So 
they forecast his early doom; And they 
laughed at the tidy—too-tidy—ways 
Of the hard-working Bosses’ Broom. 

But, after a while, there arrived a 
day When only one Boss was there; 
The other? He had retired at last, To 
rest from his years of care. The staff 
all stared (and felt let down) At the 
door of the new-filled room, For there 
on the glass, in letters of gold, Was 
the name of the Bosses’ Broom.— 
Bessie M. Barker, in the April, 1938, 
Gregg Writer 
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(See page 32 for OGA Tests.) 


Typewriting Test 
Instructions 


The Junior Test is a one-page plain 
copy test. for which typists are eligible 
as soon as they are able to copy the ma.- 
terial without errors. Unless specifically 
instructed here, the candidate may use 
either single or double space in typing 
these tests. whichever will give the better 
arrangement to the being 
Headings are to be centered. 


copy typed. 


Since the purpose of the O A T is to 
focus attention early on professional typ- 
ing standards, all work should be done 
with a good ribbon and should show an 
even touch and clear. clean typing, well 
arranged as to 

alignment. 


margin, centering, and 


Erasures or typographical errors will 
disquality a test. but all tests may be 
practiced as often as necessary to secure 
the desired result up to the day of re- 
ceiving the next month’s material. 


Senior Test 


Typists must have qualified at 10 words 
a minute to be eligible for the Senior 
Test, although the test itself does not have 
to be typed at that rate because it involves 
problems of arrangement or production, 

In this month's Senior Test. instead 
of starting off with just the word NOW! 
make it read: NOW ! PRIVATE OFFICES 
INSTALLED IN MINUTES WITH PAR. 
TITION-ettes. Add, also, following the 
firm’s name at end of ad. the addresses: 
New York + Chicago * San Francisco * 
Dallas * Toronto and at local dealers 
everywhere. 

Correct any errors or omissions you 
discover, and keep’ body of ad to two 
blocks of type—-six separate paragraphs 
of the first 8 lines. the introductory 
bullets lined up at the left; a solid para- 
graph of the next 8 lines. This will make 
the advertisement easier to read. 

See that your name and school address 
appear in the upper left-hand corner of 
your paper, and make a note (in minutes) 
of the time required to type the test. 

Indicate whether certificate and/or pin 
is to be sent you if your specimen quali- 
fies for an award. And be sure that the 
proper fee (certificates, 10 cents; pins, 
50 cents) accompanies your test. 

Address papers to the Gregg Awards 
Department, 16th Floor, 330 W. 42 Street, 
New York 36, N.Y. 





All clubs of test papers should be aec- 
companied by a typewritten list of names 
to expedite checking and assure accuracy 
in making out certificates. October copy 
is good as membership tests for OAT, CT, 
and OGA until receipt of the November, | 


1953, issue. 
| 
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OFFICE SHOPPING CENTER 









Visibility Unlimited. Words you don’t Magic Maybe? PB 5 Combo could 
know are a challenge, but words you can’t mean anything from jet-plane terminology can 
see are a nuisance says the Maroth Engi- to a voodoo incantation. Fortunately, it 
eering Company. To back up this idea, means something good for you. The PB 5 POWERS 
they ve introduced a transparent pressure- Combo refers to a plastic binding unit for .\ 
ar or bail to do away with the familiar both punching and binding operations. | do 
ate solid bar of your typewriter. This bar is The -General Binding Corporation of e \ 
ble the one that holds your paper firm against Chicago manufactures this machine. . for 
na- the roller. Now you'll have the complete 
lly sense of your written work—no_ blind 
men spots. We wonder why we never thought T) Me 
ing f it ourselves. : 
ter National distribution is still in the fu- ‘ a 
ed. ture, so your “C-Thru” bar should be 9 
rdered direct from the Maroth ¢ ompany, " 
. to Wilton, Connecticut, at $3.59 each Easily 
LYp- und quik kly installed on any inake tv pe- Well, ma‘am, unless you‘re the perfect woman, the 
one writer answer is, ‘‘a great deal.’’ If you want to be oa 
on sage secretary, ae girl, + Rae woman _— 
vell furn-About Ribbon Container. A de- tag ac vn cos: gancrtie susnee Meena 
and ick dly new twist and a nice On has and personality Poise and self-assuronce can 


een given the packaging ot type writer be yours through improved posture, weight, figure 





, d tyli ake h Iki 
will ribbons. | he firm re sponsible tor the wardrobe styling, make-up, speech, walking, groom 
‘ ! ho 5 : : ing Remember there is ao Powers Course for 
be > wd deed is Remington Rand with their From an arduous process involving every schedule, every budget. Congenial evening or 
‘ure twin-packaged products, Rembrandt (silk) technical skill, binding of anv loose ma- Saturday groups. Private daytime instruction. Budget 
re- tibbons and Nylex ribbons terial into custom-made booklets and plans available 
manuals has been simplified and now can Visit, write or phone Sve Summers. 


be don easily in vour own office. Its uses 


Ask for our ‘'Poise’’ booklet. We'll be pleased 
are multifold when you stop to think of 


to send it to you free. 
the price lists, promotion material, printed 


Cire ulars how quickly asst mbled and sent P 0 W e a $ S C H 0 0 L 














rds out. All sizes of sheets are accommodated; 

nior pages lie flat; binding require Ss only a few 247 Park Ave., New York 17, W. Y. PL 5-0165 
lave . minutes. Re asonably price d. General Also Fall & Winter Courses in Cleveland 
lves Binding Corp., 812 W. Belmont, Chicago. eee oe oe eee arene 








m PY An Album for =LINE MAGNIFIER 


AR. } | 





| a 

the | : Saves Eye Strain 
sses: With the ribbon in your typewriter, the | You l Achievement i 
ro ° transparent plastic container is designed “ 
alers | tor double-duty. It can serve functionally | eee 

is an attractive catch-all for pins and | C t f t 
vou lips or (and this we like) as a junior- el | Ica es 
twe SIZ d vase. The hol S are so arrange d that 
aphs the flowers fall automatically in a ple asing | a ‘ct Ib h d 
‘tory ittern. Available . at office- quipment US! GS S PCS GUM CMMGNCSS GH 





Enlarges fine print or Elite Type to easily 
para- § Stores, at regular prices. preserves your favorite photographs, | readable size. Especially adoptable for use 


nake ; on copy-holders. Also can be used on flat 
Rubber-Cement Dispenser. When | S° the Gregg Achievement Record | desk work. 
jress § YOure up to your ears in rubber cement | Album protects and displays your | Available in three sizes: 
sr of | and wishing you weren't, take time to | P — & | | -inch width— 8 inches long @ $3.50 
ites) vest in a Haberule’s modern designed | valued certificates of achievement. | \'4-inch width— 9 inches long @ 4.50 
. lispenser. The “Balanced Brush” is just = ne '4-inch width—I2 inches long @ 5.50 
+ pin You can mount in it your certifi- 
oe cates for shorthand, typewriting, and 
t the 
pins, bookkeeping. Once you have an Al- 
bum, it is yours for life, a permanent 
vards 
treet, evidence of your success and achieve- 





ment. TABLE MODEL 
FOR FLAT COPY WORK 


Magnifies several entire lines simultaneously. 
25 cents; you can order a dozen for Perfection ground convex lenses. Tilted, Rigid. 
Nickel finished frames in three sizes: 


An album is inexpensive. One costs 





te the cost of ten. Folding pocket size 1°” by 4” @ $4.95 
_ Rigid T 1%” by 6” 5.50 
ia what the name implies, standing upright oa Tene 2h” be eS 


oa ® any surface. Broader, it holds more TODAY'S SECRETARY Slcecl’ Patpeids 30 days to | Pore 


tbber-cement than regular brushes and Write for catalogue of office specialties and 








— teaches further down into the bottle for a 330 West 42nd Street quantity discounts. 
‘onstant supply. It is $3.95 at your HERALD SALES 
Mationery store. New York 36, New York P. O. Box 1753 Fort Worth, Texas 
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WOMEN SUPERVISORS 
BAH! 


(Continued from page 16) 


credit. Do not 
others as your own. 

3. Recognize at all times that vou 
are supervising people whose emo- 





pass on ideas of 


tions, purposes, prejudices. svmpa- 
thies. feelings. and ideals ( both on 
and off the job) are what thes 
bring to work every day. 

$, Accept responsibility for your 
\ real leader is not 
admit mistakes. She 
the buck! 
5. Do not “pull rank” with sub- 


own mistakes. 
to 


pass 


afraid 


doesnt 


ordinates. 

6. Keep subordinates informed. 
to treat all alike—dont 
favorites. Be friendly with 
subordinates but not intimate. 

S. Perfect vour self-control. The 
toughest thing to handle in your 
work situation is yourself. Control 


7. Try 
play 


your temper, vanity, tongue, likes. 
and dislikes. 

Y. Appreciate and praise work 
when it is well done. 

10. Let your subordinates know 
exactly what you expect of them. 


Counsel with them as to ways in 
which they can improve their work. 
Give vour instructions explicitly 
and fully. 

ll. Look for unused abilities in 
vour subordinates and try to make 
use of them. 

12. Give criticism tactfully 
soon after an error is made as is 


ils 


possible. 
13. 
chance to ask questions. 
14. Plan vour work well so that 
you dont give the impression of 


Give vour subordinates a 


contradiction. 

15. listener. Listen 
without interrupting, contradicting. 
or forcing your advice on others. 

16. Do not be afraid to make mis- 
takes. Human beings are not infalli- 
ble. Anyone who is always trying to 
explain away mistakes or 


Be a good 


blame 
them on someone else certainly does 
not belong in supervision. 
Read the items 
tioned in this article. Guard against 


again 32 men- 





Editor’s 
idapted trom 
cess, by Lren: 
which will be 
the eal 


Note: Parts ot this article were 
The Road to Secretarial 8S 
Place and Madeline 3. Strony 
published by McGraw-Hill in 
ly spring of 1954 





the first halt and practice the rest. 
Then we can look forward to a fu- 
ture where male executives will 
exclaim, “Women supervisors? You 
bet!” 





Words 


(Key to teasers on page 24) 


SPOT THE 
l. _ e 2 b: 3. i 
8. h;: 9. e; 1O. c. 


PREFIX 
‘t. c: 5..azs 6 ad: 7.4 


DOUBLE OR NOT? 


1. stopping; 2. occurrence; 3, canceled; 


1. creditor; 5. baggage; 6. performance; 
7 druggist S. brietest: 9 controllable: 
10. installment 
CHOOSE THE RIGITT WORD 

l undervalues lookers-on } dis 
agreement; 4. renown: 5. speech 
rIME ON YOUR HANDS 

l. some time sometime; 3. some 
time: 4. sometimes; 5. some time; 6. some- 
time; 7. some time; 8, sometime; 9. some- 
times; 10. some time. 
\ POSSESSIVE TEASER 

Wrong: 2. mother-in-law’s: 4. whose; 


6. sales: 7. your; 9. its; 10. dollars’. 











better still, wss/ 


Here's how 


long-playing. 
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NO MhMconvenlence. 


When Taking Dictation— 
do you have to ask your boss to REPEAT what he said? 


A competent stenographer can write 120 words a minute. 
That doesn't mean that 100 wam is not competent, but 
a reserve of 20 words can be mighty handy to have when 
the boss suddenly starts dictating a blue streak. You can 
get that reserve without spending a lot of money 


We have a complete selection of short- 
hand dictation records in speeds ranging from 60 wam 
to 130 wam, in either the standard 78 rpm or the 33-1/3 


Get our 


phonograph 


and 


Don't waste any time — Ors: your records to- 


day by filling out and mailing the coupon below together 


chec k 
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shorthand records, play them on yout 
and start writing! You li tind yourselt writ- 
ing taster betore you know it. It’s tun. Experts agree that 


the one sure way to shorthand speed 1s repetition practice. 


with your remittance. COD orders accepted. When your 
boss knows he has a skilled technician 
you ll probably find an extra bonus in your weekly pay- 


home 


at his command, 











1 i 

' 
: DICTATION DISC CO., Box 637, 90 Church St., New York, N.Y. 
1 r 
: See ere plus 35c for handling and postage. Please send me : 
1 the following shorthand records, fully guaranteed against defects. 
Standard 78 rpm—$2.50 each Long Play 33%4—$5.00 each 
8 ( ) No. 1 60 & 70 wam ( ) No. 1 60 to 90 wam ' 
‘ ( ) No. 2 70 & 80 wam ( ) No. 2 70 to 100 wam : 
: () No.3 80 & 90 wam ( ) No.3 90 to 120 wam \ 
4 ( ) No. 4 90 & 100 wam ( ) No. 4 100 to 130 wam ! 
‘ ( ) No. 5 100 & 110 wam ; 
: ( ) No. 6 100 & 110 wam ( ) Send me your literature on records 1 
1 ( ) No. 7 110 & 120 wam for court reporters in speeds from ' 
. () No. 8 120 & 130 wam 140 to 250 wam. : 
1 i 
: NAME : 
5 i 
: ADDRESS : 
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THE MIND-READING TYPEWRITER - 
ue (Continued from page 3 


‘ill | 


ou Ii las aan or, 4» C4 Fy . 


— A. 
ee is ey pia (oO f O < ¢ gt SF 2 
i a. a Zz -_ Ss 
» i — 
ae, aaa ee —_— cs, 


Eo ue ow Ce. "5 os /? 
A iO <a_ # «a Now she'd done it, could have... 


meets oe ee oe | 
ie ae Ci CMe , the new Carbon Papers 
dis eee Oe as eV s 
a Gp ae and Inked Ribbons 








your typewriter 





OLIN 


mnie- SC Pe Sf *x> a en lo 4 


yne- Sensationally new. entirely differ- 


i ~ a ae a OH ut! a J ent smart M&V carbon paper 


4 
. 4 and ribbons will work together—on 
: YA P ‘ your typewriter—and outperform 
OS e— = rae —s . > 
— Ko aac 7 - od 64 > anything you ever before used. 


rj ; 
a —€o sani or Qu ae ~~ G, s You'll like M&V’s unsurpassed manifolding quality that 


makes possible more sharp, legible copies. 


Co 2 
al —_— Coz 2 giz i bus You'll enjoy cleaner hands and faster paper handling 
—-~ thanks to the M&V clean edge, cut corner features. 


¢ ? And be sure to try the new nvlon ribbon sensation— 


ee ln Miracle Nylon with F-100 inking; thrill to unbelievable 


long wear and a razor-sharp write. 


i a Qua ao - Enjoy the compliments of your boss this easy way. Tell 
er. j gE. oe your ofhice supplier—or your purchasing department 
ee £ a af € pikes that you'd like to try M&V carbon 


papers and typewriter ribbons. Or mail 






LY co —~, Smoothing it endemic deniiaiieiadaadaabatinsts saan 7 A 
a Zz a MITTAG & VOLGER, INC. eV 
me. é o/ wi Se 


Park Ridge, New Jersey 








» 
\ 
‘ 

(\ 

\ 
\ 

\ 


YW 
MITTAG & VOLGER, INC. Park Ridge, New Jersey 
Send me free sample sheets of M & V carbon paper. 


| 
| 
| 
| 
| Tusea __Regular [] Noiseless [1] 
poe Oe! 7 7 . . Electric ([] typewriter and usually make ‘opies 
— é A | } ypewriter and usually make __copies. 
l : 
| 
l 
! 
| 








wt fb C st ae. 1% wae 
oe 4 — wr Lr! (9¢6) 





There are____ty pewriters in our office. 


ae 
TODAY'S SECRETARY @ October, 1953 


uw 
_ 














Lets me slide out sheets individually as needed! No more 
creasing or pinching top sheets. Saves time probing for 
paper and gives me smooth, flat sheets ready for typing! 
THE BOX WITH 


7 


CONTROL 


Ask your stationer for Sphinx 
Typewriter Papers with the 
FINGER-TIP CONTROL box! 









Push up perforated 
finger-slot on bottom. Slide 
out top sheet! 








SAXON PAPER CORPORATI 


WEST [8th STREET NEW YORK Il 


240 








ANS 


“Let's havea 


Bae around here. 
; ° 


So! said to the rossi 


little me 2%: 





We gals can't ae, jumping up 


sharpen pencils. Put Apsco Premier Portable 


} 


We'll be 


on our desks. 


Sharpeners 


Hand so will you because 


as $21,000 a year” 


resist a deal like 





you ll] save as much 






No boss can 


that. Prove it, send for Apsco’s 


FREE booklet, 


Fie 


Hidden Costs.” Apsco products inc. Dept. S-2, 


“The Mystery of the 


336 N. Foothill Road, Beverly Hills, California 
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(Continued from page 34 


4) 


9 


4y7 —oe Be - GR - —o ss 
- <c ? — J 
2 ~ NS S " — > _— # i 7. 
a 2 
o- go 4 ’ oa ae —-O ; CH x, 
G / > a dy 
or >? a ae pal nai zy, 
Po) 2 72 
Fd m wz — Co eee r J? oO “saaant A “ 
se aU 
f ps Pg we i se a eo 
¢ a“ 
2» 5 Y a aa r 
a af — Q Pan a Se = aid 
7) 
a The dinner was lovely. 7 
- — 5 We pn Ye a Ve o 
) i = 2 y, 
o Lys eS ome 1? 
<o ( 
rn a ee ee ee 
? 7 ° 
weg Ce wt, ge £ Aes Se 
~ oe - . 
2g ay en Z a = — a 


ee ee ie ge 
i “ -% ie 
ee cae 3 a oe tes J la, 
od War ee ae 
— « Pe ee ee ee ie 
Ce on ee ee 
“2 ree ee ae ae 
PO be ee LO ai = 
oS gs, le ae eB oy 


“ Sz  —_ The next morning 


we » are 


¢ 4-0 b7 # 


—_— 


A x b_, ey > f oo 
a 4 f'3 én 





magi 


TODAY’S SECRETARY @ October, 195. 





. 


oD” = S ™ 


— 








Ine door closed behind them. ™ @ 


Pe te eee 


‘iow @ a 


Pw. 


wm —o 3 


oe 


ila ace ne 7 


ac? 


7 = — ~~ A mes TT —w 


oS 


te 
CF oe <a 





» 


as f “eS * 


tr” in G 


fe ee eg rr “aie 


—- 


e ~~ c oA» 





correction tape 


QUICK, CLEAN, NEAT 
NO MESS, NO FUSS 


And the boss will like it too — it 
saves him time and money. Yes- 
Avery Kum-kleen Correction Tape 
easily solves fluid duplicator prob- 
lems and serves a real need for a 
multitude of satisfied customers. 
There's no scraping, erasing or 1. PRESS ON reverse side of mas- 


eer ae for iain ill { {| ] ter over part to be corrected. 
smearing — for corrections 0 ulc Needs no moistening .. . it’s just 


duplicator masters are quickly, LAID ON with a finger-touch. 
easily and neatly made. Avery 
Correction tape is a proven prod- 
uct — available in either sheet or 
roll form. 





Sheet form Avery Correction 
Tape can be kept close at hand in 
desk drawer for instant use. It’s 
available in sheet form in acetate 
covered packages. Two popular 
widths — 1/6” tor single line cor- 2. TYPE ON with a light touch, 


using the same carbon. No need to 
remove the master from the type- 





rections and 2/6” for two line cor- 


rections, writer... no realigning. 
Rolls of Kum-Kleen Correction 
T a ; ] < f Z | | d DEALERS—Kev p ade quate sto ks 
ape, ready or use In a handy of fast selling Avery Correction 
Kum - Kleen tape dispens« r, are Tape. Build sales with Avery’s free 
boxed in 1/6", 2/6” advertising aids displays, mats, 
/ a 1 5/6” it] literature. See the Avery salesman 
” and 9/9 wiaths. or write for samples! 


AVERY ADHESIVE LABEL CORPORATION 


117 Liberty St.,New York6 608 S. Dearborn St., Chicago 5 
1616 California Ave., Monrovia, California 
Offices in Other Principal Cities 


Please send me samples of Avery Kum-Kleen Correction Tape 








My Name____ " ieee a 
ns Company 7 siemens — 
- a 7 . EE on 
oe f{ 2 ) 
(4/7 City pera 2 EE 
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Si/atisde! » 
48s p4e 


PAPER WRAPPED 


ERASER 



















Ofticial 


Gregg 
Fountain 
Pen 


Experts agree that shorthand should 
be written with a fountain pen. And, 
the Gregg Official is the Pen of the 
Experts because it combines writing ease, 
durability, smart appearance, and low cost. 
lridium-tipped 14-carat gold point, 
magic breather tube. Jet-black, capped 
with Gregg emblem. Only $5.40. 
Make it “Official’—order from 
your Gregg office. 


_ 


nearest 


20 per cent discount to teachers 
on orders for six or more. 


y Greqg Publishing Division 


SECRETARY TO 
EDWARD R. MURROW 


(Continued from page 13) 





Dewey, or the president of the State of Israel; or, as in 
one case, it may be someone pretending to be Winston 
Churchill. It may be a person who hurls news at her 
in a hasty and abrupt manner, or it may be one of Dor- 
othy's favorite callers, the distinguished poet and Lin- 
coln biographer, Carl Sandburg. Dorothy must handle 
them all with aplomb, saying to herself each time, 
“Where did I hear that name before?” Naturally, Dor- 
othy has to read the New York papers carefully each 
and study her Time 


morning and Newsweek when she 


Cal. 


GETTING CALLS THROUGH to persons difficult to reach 
also exercises Dorothy s ingenuity. Recently, for ex- 
ample, Mr. wanted to call Mr. Bernard 
Baruch’s attention to a scheduled broadcast in which 
the distinguished statesman would be mentioned. Mr. 
Baruch could not be reached until Dorothy had fought 
her way upward in the hierarchy of telephone com- 
“supervisordom. She finally persuaded a top off- 
cial to track down Mr. Baruch and get permission for 
her to call him on a 


Murrow 


pany 


restricted wire. 
“The changing of the national administration has just 
about turned everything upside down in this task of 
getting through to prominent persons,” Dorothy ex- 
plains. The whole setup is changed, and she 
building up a new Who's-Difficult-To-Get list. 


is now 


THE GREATEST SINGLE SATISFACTION Dorothy has on the 
job are can relax 
and relate one of his wonderful anecdotes about some 
in public life. moments generally 
occur on trips—to the delight of his staff. Mr. Murrow 
is characterized in the news world as “full of inside 
information,” Dorothy will you that a 
glimpse into that marvelous mind is sufficient reward 
for any hectic moments she has to undergo. 

Even after six years, Dorothy still finds her job 
exhilarating. Aside from the pleasure of working with 
such talented people, she likes best the excitement of 
a job that brings her the news as it breaks. Dorothy 
smiles, “It’s fun always to be one of the first to ‘see it 
and hear it now!” 


those moments when Mr. Murrow 


personage These 


and assure 




















OST GAZ 










QV 


result from sparkling fype — 
and the best known means fo that 
end is the incomparable 


vo CLAR-O-TYPE 


Simplest, fastest, MOST ECONOMICAL type cleaning fluid! ; 


60¢ 


at oll stationers 


ond typewriter deolers 











Non-inflammable. Banishes lint and solid “goo.” Sturdy 
McGraw-Hill Book Company, Inc. dauber eliminates spattering ...makes your boss realize b 
you're the tops. Let your letters really SPARKLE... it’s so 
New York 36, 330 W. 42nd St., Chicago 6, 111 N. Canal St. > ' easy with CLAR-O-TYPE! 
EF 
San Francisco 4, 68 Post St., Dallas 2, 501 Elm St. ORE AFTER _| 
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FILING TIP OF THE YEAR ; 
(Continued from page 45) } 


. rE ow ERASAGUARD- 
» a a eT an 


Yor- a With it you can Remove All Trace of Errors. Saves 


PY 
Lin P J? K VA, enough printed matter and TIME to pay for itself in 








. 


2 ’ . — ONE DAY. Many lette rs confirm that the Erasaguard is 
idle indispensable for Efficiency. One Secretary writes, “I 
ime 7) < used an Erasaguard for several months in an office where 

—— AP iw — Lf I was formerly employed and now I find it difficult to get 
Jor- alone effic ee with _ s id like 

» along efficiently without one. wou Ke to purchase 

ach Z one or two. Is there a dealer in this territory?” 

7 Ciccone VY a \ 


she 
Ae? . 
(a. oe She Does Make Mistakes... but... 


—_— ow. a? Co, 
“acl 
, ie ieee oe ae 
nard “ 
hich go? ov -~F it . al ee 
Mr 
ught < 7? G Fis AS 
‘om- 
ffi , a i: : 
ta 2 - —— 

“  — (a ‘ . 


— 
; just 
k of et oD Eu nm =O 
a —7 \ Zz 
= 


now ~ «+ ~~ > | am not the only one 


lin eat 7 £8 Ft 
1 the 


relax 2 ; CL Cf Te ~~ Cs att 
7 L420 GP 
man +6 7 - 7 en = 
side ai a ZL. ~ ~ ? - GS oe 


at a 


ward — - Dicatiel Oo Tf te 


job | “~~ oe a ae - witiannill i ... She says “The Erasaguard makes 


wi erasures so easy that 
nt 0 


en» ae an 7 lh ee IT’S MY REAL PAL” 





‘ 


see it i as . 
= . eo s~7 i ifn ERASAGUARDS are patented and sold only by Kee Lox 


Mfg. Co. 


all o a anil s ri _ fa a ihe Have an ERASAGUARD for yourself. 35¢ each, $4.20 a 


" doz. Enclose stamps, money order or check, please, as it 


‘A is too expensive to bill small orders. 


= £7 





























= ? ., #  . a 
4 : Kee Lox Mfg. Co., Rochester 1, N. Y. : 

AO —a SO tl taEerr™™ : Send doz. Erasaguards Pica 

al : Elite : 

i a 7 “oO ¢ Address _ a Sask : 

‘dl City a a oe 

a: a. : Signed on ia 

i Titk es, 
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